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About This Training Guide

TRAINING GUIDE DESCRIPTION

This training guide covers the use of IBM Maximo, a web-based Inventory Management application that
simplifies the overall processes of tracking, managing and ordering of consumable inventory. The
purpose of this training is: to help users collect, consolidate and analyze essential inventory information,
to improve operations through better inventory availability, reliability and utilization, to unify processes
for inventory management functions across multiple sites, and to reduce inventory costs and control
spending.

TRAINING GUIDE OBJECTIVES

In this training guide, you will:

=  Review the navigation features in Maximo

= Review some of the foundational concepts and functionality in Maximo

=  Explore proper setup and configuration of the Inventory database

= Explore the tasks and processes involved in Inventory Management

= Explore proper setup and configuration of the Inventory purchasing

= Explore the tasks and processes involved in Inventory purchasing and receiving
= Review the standard and custom reporting tools available in Maximo

= Review the Asset Management features available

=  Review the Work Order Tracking features available
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1. Navigation Refresher

Learning Objectives

In this lesson, you will:

= Review the Inventory — Iltem Master application

= Review the Inventory — Inventory application
Lesson Overview

The Maximo software application is a web-based package with a consistent look and feel that helps
users be more productive. The Start Center is configurable, and applications that users work with often
can be accessed easily from anywhere in the program. In this lesson, users will review some of the
navigation paths and features that will be used every day.

1.1. Navigation Review: Item Master

One way to search or view the items in the database is by querying the Inventory — Item Master
application. As with most main areas of Maximo, the Item Master is available in the Go To menu located
in the Top Menu at the top of the Start Center.

Activity 1.1
Review the Navigation Options on the Item Master Application

Scenario
You want to review the navigation, options, and layout on the Item Master application.

Setup
v User is logged in to the Maximo Home Page, Start Center.
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Steps

A. Navigate to the Item Master application.

1. Inthe Top Menu, click Go To.

2{5 Administration »
&% Assets » layout m Display Settings % Update Start Center]
@ Change »
[Quick Insert =X J LBulleﬁn Board 7 Fiter > () % TR N x J
o ontract
s Subject M Post ate Viewed
@ New Purchase Order ubj Es=adey E Einancal v f
N
[ [ B ,
There are curr
[Favorite Applications 2= X J Q Inventory » ltem Master
Storerooms LDpen Self Service Requisitions 7 Filter ~ Q o S; IT Infrastructure » Semvice ltems o= XJ
ltem Master - :H Planning » Tools
This portlet has not been set up. To set up, select the edit i .» Preventive Maintenance » Stocked Tools
Inventory
Inventory Usage LPumhase Orders awaiting Approval 7 Fiter ~ [F) Purchasing ’ nveriony =X J
Companies ’l% Release » Inventory Usage
Purchase Orders This portlet has not been set up. To set up, select the edit i @ Security » Shipment Receiving
Receivin Self Service » Condition Codes
9 LPumhase Orders awaiting Reciept 7 Filter Q Q s=X
Invoices &4 Service Desk » Storerooms
Locations This portlet has not been set up. To set up, select the edit i a Service Level *
@ System C »
- Frefi : i =
[Favonte Reports =X J Llnvenlory Below Minimum Stock Level =~ Fitter E Task Management N =X J
Purchase Order Summary Report This portlet has not been set up. To set up, select the edit it UELEREES L
Obsolete Report
1-20f2

2. Inthe dropdown menu, hover over Inventory to display the Inventory sub menu.

3. Inthe sub menu, click tem Master. The Item Master application is displayed.

\ "~ Fing:| (), = select Action ~ ) aniwalB S

List u Item H Storerooms H Vendors u Specifications ” Item Assembly Structure ‘

Q Advanced Search ¥ Save Query ¥ I Bookmarks

ftems = 7 Fiter > (), 2 © 0-00f0
Item Description Object Rotating? Kit?
| » Q

To find records, use the filter fields and then press Enter.
For more search options, use the Advanced Search button
To enter a new record, select the Insert icon in the foolbar.

B. Explore the Item Master application.

1. The Item Master application has several ways to filter and sort the Items that are displayed.
At the top left, select the List of Saved Queries (top left corner/non name field) dropdown
menu.

2. Select All Records.

‘ [=] Find: Q w Select Action [=] Q “b"’ i @ .@

3. Observe the Item column on the left of the Item Master application.

4. Inthe Quick Find box at the top of the screen, enter AD-1052.



5. Press Enter.
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All Records

w

b4 C w Select Action

ENAIAD-1052

6. The Item tab for the
selected item.

Item selected is displayed along with the detailed information for the

Special Handling Instructions

* Object: 7374
Meter Group »
Meter: ”»
Lot Type: NOLOT
MSDS

Item Set: ADA

List ‘ ltem ‘ Storerooms Vendors Specifications Item Assembly Structure
ltem: AD-1052 poBIID AIR FILTER PRI #2123 NAPA < Attachments 2 Click to see image in its actual size
]
Commedity Group + Status: ACTIVE =X
Commodity Code + Order Unit: EACH

Issue Unit: EACH

Maximum Quantity Issued
Hazardous?

Rotating?|
Condition Enabled?

Kit?[

Capitalized?]

Inspect on Receipt? v

Add as Spare Part?
Attach to Parent Asset on Issue?

Tax Exempt?

7. Click the Storerooms tab, the Storeroom Information displays the Storerooms that are
associated with the currently selected Item.

List Item ‘ Storerooms ‘ Vendors Specifications Item Assembly Structure
Item: AD-1052 77 JD AIR FILTER PRI #2123 NAPA + Item Set: ADA
Storeroom Information = [ Filter 1-1o0f1 4 Download - =
Storercom Stock Category Standard Cost Average Cost Last Receipt Cost Lifo/Fifo Unit Cost Current Balance Default Bin Status Site.
FOAMHQ STK 0.00 0.00 0.00 6.00 SLi ACTIVE FOAM

8. Click the Clear Changes icon.

C. Save aquery.
1.
2. Press Enter.

3. Click Save Query.

4

The List tab is displayed again with no Items shown.

In the Description query field, enter filter##, where ## is your student number.

List ‘ Item Storerooms Vendors Specifications Item Assembly Structure
(), Advanced Search * ¥ \J Save Query ¥ | Bookmarks
ttems | P Fiter > Q ¢ & B & 1-20 of 108 Ep
ltem Description Object Rotating? Kit?
» = x
AD-1004 AIR FILTER F/STHIL #41801201800 7374
AD-1005 AIR FILTER F/ STIHL #42371201800 7374
AD-1006 AIR FILTER F/ STIHL #41141240806 7374
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4. Inthe Save Current Query dialog box, in the Query Name field, enter Description: Filter##,
where ## is your student number.

5. Inthe Description field, enter Filter##, where ## is your student number.

6. Click Ok.

Save Current Query

* Query Name: Description: Filter * X
Public?

Default?

OK | | Cancel

7. Click the list of Saved Queries (top left corner/no name field) dropdown menu.
8. Click Filter.

9. Click Save Query dropdown menu.

10. Click View/Manage Queries to find your query.

11. Click on the Trash can icon to mark for deletion.

View/Manage Queries
@ Fiter > Q) @ 1-20f2 ¢4 Download : =
Query Name = Description Default? Public?
| Description® Fitter Filter i
]
b Fitter Fiter =
L
OK | ‘ Cancel
12. Click OK.

13. When you are finished, click Start Center in the Top Menu.

1.2. Navigation Review: Inventory

After reviewing the Items that are available on the Item Master application, one way to view the Items
that are assigned to each Storeroom is to navigate to the Inventory — Inventory application. The
Inventory application will display the quantity information for each Item in each Storeroom.
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AcTiviTy 1.2
Review the Navigation Options on the Inventory Application

Scenario
You want to review the navigation, features, and options on the Inventory application.

Setup
v' User is logged in to the Maximo Home Page, Start Center.

Steps
A. Navigate to the Inventory application.
1. Inthe Top Menu, click Go To.

2. Inthe dropdown menu, hover over Inventory to display the Inventory sub menu

3. Inthe sub menu, click Inventory. The Inventory application is displayed.

101010-Dript Items | Find: { 7{. w Select Action v :.‘. [ " @ L—J

List Inventory Reorder Details Rotating Assets Where Used
‘:{ Advanced Search ¥ L:| Save Query ¥ ﬂ Bookmarks

Inventory = " Filer = & 1-17 0f 17
Item Description Storeroom Object Last Issy|
| » »
AD-1269 DRIP EMITTER /FLAG 1 GPH FOAMHQ 7374
AD-1270 DRIP EMITTER /FLAG 2 GPH FOAMHQ 7374
AD-1271 DRIP EMITTER /FLAG 4 GPH FOAMHQ 7374
AD-1418 DRIP TUBE COUPLING 1/2" FOANMHQ 7374
AD-1424 DRIP TUBE COUPLING- 1/4" FOANMHQ 7374
AD-1425 DRIP TUBE T 1/4" FOANMHQ 7374
AD-1426 DRIP TUBE GOOF PLUG FOAMHQ 7374
AD-1419 DRIP TUBE 90 - 1/2" FOAMHQ 7374
AD-1421 DRIP TUBE END CAP 1/2" FOANMHQ 7374
AD-1420 DRIP TUBE T- 1/2" FOAMHQ 7374
AD-1423 DRIP COMPRESSION ADAPTER BLUE RING FOANMHQ 7374
AD-1272 DRIP EMITTER /BOWSMITH 6 PORT FOANMHQ 7374
AD-1417 DRIP TUBE 1/4" 100FT ROLL FOAMHQ 7374
AD-1416 DRIP TUBE 1/2" 100FT ROLL FOAMHQ 7374
AD-1413 DRIP TUBE NEAFIM TEE FOANMHQ 7374
AD-1414 DRIP TUBE NEAFIM ELBOW 90 FOANHQ 7374
AD-1415 DRIP TUBE NEAFIM COUPLING FOANMHQ 7374

Select Records

B. Explore the Inventory application.

1. Inthe list of Saved Queries (top left corner/no name field) dropdown menu, click All
Records. All of the Items are displayed.
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2. Click the Item header link to sort the Items ascending by Item code.

Inventory - 7 Fiter > () = & 1-200f 1435 G
Item Description Storeroom Object Last Issi
4 >
AD-1586 PAPER TOWEL - C/FOLD WHITE FOAMHQ 7374
AD-1587 PAPER TOWEL - C/FOLD WHITE FOAMHQ 7374

3. Observe that some Items are located in multiple Storerooms and have varying Quantities
Available.

4. Inthe Item query field, enter AD-1052.

5. Press Enter. The Item is displayed in the results.

List ‘ Inventory Reorder Details Rotating Assets Where Used

(), Advanced Search ' ¥ |l Save Query ' ¥ }| Bookmarks

Inventory 7 Fiter > () = & & 1-10f1
Item Description Storeroom Object Last Iss
x| »
AD-1052 JD AIR FILTER PRI #2123 NAPA FOAMHQ 7374

Select Records

6. Click the Item to display the Inventory tab for that Item.
C. Explore the Inventory tab.
1. Observe that required fields are designated with an asterisk, and the field is highlighted.

2. Click the Select Value icon (magnifying glass) for the Issue Unit field to display a list of
measurement units used by the system. Some Items may be ordered by one unit (BOX) and
issued by another (EACH).

Select Value
# Fiter > CL 4& 1-100f10 r4 Download = =
Unit of Measure Abbreviation Description Site
|
BAG BAG
BOX BOX
CAN CAN
CASE CASE
EACH EACH
FOOT FOOT
KIT KIT
PACK PACK
PAIR PAIR
ROLL ROLL




MAXIMO | Inventory Management

3. Click Cancel to close the Select Value dialog window.
4. Onthe Inventory tab, observe the Available Balance Summary information for the Iltem.
5. At the bottom of the page, observe the Inventory Balances section.
6. The Current Balance value and the Physical Count value may not be the same.
Inventory Balances = [} Filter 1-10f1 4 Download - ==
Bin Lot Condition Code Current Balance Staged Balance Staging Bin? Physical Count Physical Count Date Reconciled? Shelf Life (Days) Expiration Date
P st 6.00 0.00 100 12/10/14 1:05 PM [ =)

7. Click inside the Physical Count field.
8. Press Alt + F1, the Field Help is displayed.

Field Help

Field:  Physical Count
Table.Column: _ INVBALANCES.PHYSCNT

The number of this item or tool logged the last time a physical
count was performed at this location.

9. Observe that the Physical Count is the number of Items logged during the last physical count.

10. Click Ok to close the Field Help dialog box.

D. Explore the Reorder Details tab.

1. Click on the Reorder Details tab.

2. Observe the Reorder Details section on this tab.

List Inventory ‘ Reorder Details ‘ Rotating Assets Where Used
ltem: AD-1052 7> JD AR FILTER PRI #2123 NAPA 4 Site: FOAM
Storeroom: FOAMHQ 27 Facilities Operations and Maintenance Headquarters Warehous¢
Reorder Details e Primary Vendor =
Reorder?y | Primary Vendor: » Internal?
* Reorder Point: 2.00 Manufacturer: ”» + Storeroom:,
* Lead Time (Days) 0 Manufacturer's Part Number. Storeroom Site
Safety Stock: Model.
Catalog #: Catalog #
* Economic Order Quantity: 5.00

Order Unit: EACH
Minimum Issue Quantity:
Maximum Issue Quantity:

4 Download = ==

Vendors - | Filter 1-1oft
Vendor Manufacturer Model Catalog # Order Unit Last Price Last Order Date Organization Site
[ vENDOR3 » » [Z)  ADA U

3. Observe Reorder Point field that defines when the reordering is prompted.
4. Observe Economic Order Quantity field that provides the best economic ordering value.

5. When you are finished, click Start Center in the Top Menu.

10
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2. Foundational Knowledge

Learning Objectives

In this lesson, you will:

= |dentify key Maximo functionality

= Review the integration features of the Arizona Financial Information System, ProcureAZ, and
Maximo applications

Lesson Overview

This lesson is an introduction to some of the key features and functionality of the Maximo application
platform. This lesson also introduces some of the integration features that have been configured
between Maximo and other State applications: Arizona Financial Information System (AFIS) and
ProcureAZ.

2.1. Overview of Maximo Functionality

Maximo is a web based platform that presents information in a consistent manner. While Maximo
provides many modules and applications, navigation within and between applications is efficient and
intuitive. Maximo helps inventory managers by providing optimized planning, control, audit, and
compliance capabilities.

Start Center

The Start Center is a customizable dashboard. It serves as a Home Page and a central point for viewing

key information such as performance indicators that monitor inventory balances and reorder points and
trigger automated actions based on a changing database. Users can create, assign, notify, and report on
key process components such as inventory stores, item supply levels, ordering metrics, and usage goals.

u[iJ Change Content/Layout M Display Settings &)JJ Update Start Center

Quick Insert # = X BulletinBoard 7 Filer = (. X
i] New Purchase Order Subject Message Post Date Expiration Date Viewed
N
N There are currently no bullefin board messages to view.

Favorite Applications 22X
Storerooms Open Self Service Requisitions 7 Fiter = (), i) =X
ltem Master - F

This portlet has not been set up. To set up, select the editicon © in the portlet header.
Inventory
Inventory Usage Purchase Orders awaiting Approval # Fiter > () ) @2 X
Companies

This portlet has not been set up. To set up, select the edit icon # inthe portlet header.
Purchase Orders
Receiving Purchase Orders awaiting Reciept  # Fiter * (), [) 2= X

Invoices

This portlet has not been set up. To set up, select the edit icon # inthe portlet header.
Locations

11
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General Navigation

After logging into Maximo, users can navigate using pages, menus, links, tabs and buttons. Each page
has four main sections:

= Header bar

=  Toolbar
=  Main tabs
= Content

‘ T‘Fmd:‘ Q V‘Se\eclAcli{)n T| J : b :-‘f Y @ @

List Item Storerooms Vendors Specifications Item Assembly Structure

QAdvanced Search ¥ E Save Query ¥ l Bookmarks

tems - FFiter >~ (L 0-00f0 .
tem Description Object Rotating? Kit? St{
| » Q @ [

To find records, use the filter fields and then press Enter.
For more search opfions, use the Advanced Search button
To enter a new record, select the Insert icon in the foolbar.

The Go To menu can be used to navigate to any application that the user has access to. The Go To menu
is a cascading menu that expands to multiple levels within each application. The keyboard shortcut for
the Go To menu is Alt + G. The keyboard arrow keys can then be used to scroll through the menu and

the Enter key used to select an application.

@ Adminisiration
: 3% Assets »
: Change 3
@ Contracts 3
Financial 3
E] Integration 3
Q Inventory » ltem Master I
pet | EQE IT Infrastructure b Service ltems r
;g Planning 3 Tools
;ﬂlﬁdigﬁégzﬂsi '\' Preventive Maintenance » Stocked Tools
the Insert icon in I—E\ Purchasing 3 Inventory
'_ﬁ@ Release 3 Inventory Usage n
@ Security 3 Shipment Receiving
Ig Self Service b Condition Codes
ﬁ Service Desk b Storercoms
f?ﬁ Service Level 3
System Configuration  #
Iﬂ Task Management 3
Work Orders 3

12
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Online field help is available for all pages in Maximo by pressing Alt + F1 on the keyboard. The field help
information provided defines how the field operates and helps guide data entry.

Field Help

Field-  Description
Table.Column:  [TEM.DESCRIPTION

Names or describes the inventory item. For additional
information, click the Long Description button.

The Help feature provides useful information on all aspects of Maximo functionality. The Help pages are
searchable by keyword and navigated using links.

Application Navigation

Navigation is consistent throughout the applications in Maximo. Information is stored on various tabs
that are listed in a logical order from left to right across the top of content section. Typically, selecting a
record on the first tab (i.e. List); will determine what information is displayed subsequent tabs to the
right similar to drilling down in a hierarchy. For example, selecting an Organization in the Organizations
application will determine what addresses and sites are displayed on those tabs.

'~ Fina: ‘.k w Select Action ~] J E & \a @ @ ,_E]
List Organization Addresses Sites

Organization: ADA x| 4

Base Currency 1: USD > US Dollars &

Base Currency 2: » \3

ltem Set: ADA 2> Department of Administration - ltem Set &

Company Set AZ 2> State of Arizona - Company Set =4
# Default item Status: PENDING - §
# Default Stock Category: STK Q
Clearing Account: 0000-0000000( ‘;L

Active?[+

13
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Select Records

When working with a list of records in an application, by default, only one record is selected at a time. If
multiple records must be selected, users can use the Select Records checkbox at the bottom of a list to
display a checkbox next to each record on the left. The checkbox allows the user to select multiple
records and perform actions on multiple records simultaneously using the Select Action menu at the top
of the screen. The Select Records checkbox is only usable when 200 or fewer records are displayed. If
more than 200 records are displayed, the filter fields can be used to reduce the number of records
currently displayed.

Organizations & Ea ﬂ '@ 1-60of6

Qrganization Description
ADA Department of Administration
DCA Depariment of Corrections
DEA Department of Economic Security
HSA Depariment of Health Services
ICA Industrial Commission
PSA Department of Public Safety

i¥] Select Records

Select Action Menu

The Select Action menu is a context sensitive menu that displays the available options for the current
application and selected record. It is used to perform tasks such as adding items from the Item Master
application to Storerooms.

~ | Fina: ()~ SelectAdtion - TJ voaiR Al

&

'S Change Status
List Item Storerooms Vendors Specificat|
Add Items To Storeroom

4, Advanced Search - ¥ | Save Query ¥ i Bog Unit of Measure and Conversion

ltems & 2 1 Add/Modify Commodity Codes
Attachment Library/Folders bk
tem Description Object Rotating? Kit]
Run Reports
AD-1052 JD AIR FILTER PRI #212] 7374 N N
Cognos Reporting
v| Select Records
Security

Maximo provides the ability to manage application security for users and groups. Only users with proper
authority to access an area of the system will see it displayed. For example, users without security
privileges to view an application will not see it displayed on the Go To menu. Security privileges and
restrictions are definable for groups of users which makes managing application security easier. The
security group to which a user is assigned also determines the Start Center template that the user sees
when logging into the platform. Users that are assigned to more than one security group may see more
than one tab in the Start Center, one for each security group.

14
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Profile

A user profile contains the user information specific to that user; this includes a password, contact
details, and time zone. Several application defaults can be configured in the user profile. For example,
the Default Insert Site can be set to the site from which the user most often inserts records and the User
Default Application can be set to the application that displays when a user logs on to the system.

Default Information

User:|STUDENTA =y

Default Insert Site: FOAM Faciliies Operations and Maintenance Headquarters Warehouse |+

Use Default Insert Site as a Display Filter?|+

Storeroom Site for Self-Service Requisitions: FOAM Facilities Operations and Maintenance Headquarters Warehouse |+
Default Storeroom for Self-Service Requisitions: >

User Default Application:

Language

Locale:

Calendar Type:

Time Zone:
Default Repair Facility: ” = 4
Repair Facility Site = J

Reports

Maximo comes standard with many reports that cover many applications and include analysis, detail,
hierarchical, and drill down reports. Reports can update the database, link to one another to provide

more details, and refresh dynamically. Custom reports can also be created that include specific fields,
custom grouping and sorting, or use unique report parameters. Reports can be run once or saved and
scheduled to be run automatically. The contents of reports can be downloaded/exported to other file
formats for additional analysis.

Reports

\) Select a report from the list, or click Create Report to create an ad hoc report

On Demand Reports Scheduling Status

ReportstoRun - Filer > (), ¥ 1-50f34 Gp C4 Download =

Description “

101010-Drip ltems- C Type

AR
Ep =

34559-Drip ltems - C Type
57924-drip items - ¢ yipe
Altemnate ltem Repor

Excess report

Create Report | ‘ Cancel

15
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2.2. Inventory Integration

The State of Arizona uses several applications to meet various business needs. Each application serves a
separate defined purpose while working together to improve efficiency and increase productivity.
Arizona Financial Information System (AFIS) is a financial management platform. ProcureAZ is a
procurement management system that is used to manage and maintain vendor and purchasing
information. Maximo interfaces with both of these applications in several important ways.

Maximo/AFIS Integration

AFIS is the financial platform used by the State of Arizona to maintain all accounting information. The
Chart of Accounts (COA) is a foundational element in AFIS that determines where and how funds are
used. When improper COA elements are used, AFIS generates system errors that control the input of
information. The COA information and errors from AFIS are integrated into Maximo which help to
control user input.

In Maximo, when inventory items or costs are issued/returned to storerooms and transferred between
storerooms, an accounting document is created and interfaced to AFIS. These documents are processed
and approved automatically.

Refer to Appendix B to view the flowchart.

Maximo/ProcureAZ Integration

ProcureAZ is used to create and manage vendors and purchase orders. When inventory items need to
be ordered in Maximo, a request to create a Purchase Order (PO) is sent to ProcureAZ. Once the PO is
created and approved in ProcureAZ, it is interfaced back to Maximo and used to update the PO. When
inventory items have been received, a Receipt is processed in Maximo and interfaced to ProcureAZ. The
interface builds the ProcureAZ receipt that is used for Invoice processing for payment.

Refer to Appendix B to view the flowchart.

16
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3. Setup and Configuration

Learning Objectives

In this lesson, you will:

= Review the setup and configuration of Inventory

= |dentify the State Process for creating storerooms, items, and inventory
= Create a new Storeroom record

= (Create a new Item record

= Add anitem to a storeroom
Lesson Overview

This lesson focuses on the proper setup and configuration of storerooms, item master lists, and
inventory in the Maximo database. Within the Inventory module, there are several applications that
work together to provide a way to track inventory throughout the State and its agencies. The
Storerooms application is used to add and maintain information about storeroom locations and the
items they contain. The Item Master application is used to define the items that can be stocked in
storerooms. The Inventory and Inventory Usage applications are used to store information about all
aspects of inventory materials and track the issue, transfer, and return of inventory items within and
across agencies.

3.1. Inventory Setup

Proper setup and configuration of storerooms requires that some initial steps are completed in the
Administration module, Organizations application.

Administration Module

The applications in the Administration module are used by system administrators to configure and
maintain organizations, and groups of organizations called sets. In order to create and manage
storerooms and inventory, the organizations and sites need to be configured in the Administration
module, Organization application.
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Organizations Application

The Organizations application is used to set up the organizations and sites that are used by the State of
Arizona and its agencies. For each organization, administrators can specify the following properties:

=  Base currency

= Default item status

= [tem and company sets

= General ledger clearing account

=  Address codes for organizational units and sites

Organizations and sites are logical divisions within the State. The divisions are determined by the types
of operations that are performed at different locations, and what data can be shared among them.
Organizations are a major division that contains one or more sites. Sites that belong to the same
organization share the same options for work orders, assets, and other types of data. Sites can track
inventory and other data separately from other sites; certain types of information are unique to a site
and are not visible to other sites within an organization.

The List tab is used to view, filter, and select an available organization.

| Find: (), setect Action ~| ] i [R A

List QOrganization Addresses Sites

(:i Advanced Search ™ ’H Save Query ¥ H Bookmarks

Organizations © 7 Filler > () & ' (i & 1-60f6 o4 Download = =
Organization Description

|

ADA Department of Administration ﬁ
DCA Department of Corrections ﬁ
DEA Department of Economic Security ‘,%
HSA Department of Health Services 1,5‘
ICA Industrial Commission Ty
PSA Department of Public Safety m
|| Select Records

The Organization tab is used to view the detailed information for the organization record selected on
the List tab.

List j Organization ‘ Addresses Sites.

Organization: ADA x| &3
Base Currency 1: USD 2> US Dollars &
Base Currency 2 » =]

liem Set: ADA 2> Department of Administration - liem Set &
Company Set: AZ > State of Arizona - Company Set (]

# Default ltem Status: PENDING _‘
# Default Stock Category: STK ‘;{

Clearing Account: 0000-0000000( ‘;l

Active?|v
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The Addresses tab is used to view, create, and modify the addresses for the organization record selected

on the List tab.

Organization: ADA

List Organization Addresses Sites

[Department of Administratio

Addresses [ Filter & 1-30f3
Address Code Address City
J} ADA0001 1801 W. Madison Phoenix
D ADA0002 400 West Congress, STE 131 Tucson
D ADA0003 100 N. 15th Avenue, STE 202 Phoenix

State/Province

4 Download =

The Sites tab is used to view, create, and modify the sites associated with the organization record
selected on the List tab. The Sites tab is also used to associate available address records with each site.

List Organization

sites = [ Filter
site
P Foam
p  Foamr

Addresses for Site: FOAM
Address
[ ADA0003
[‘) ADAO0001

Addresses ‘ Sites |

Organization: ADA

[Depariment of Administratio

& 1-20f2
Description
Facilities Operations and Maintenance Headquarters Warehouse

Facilities Operations and Maintenance Headquarters Warehouse

D Filter Jé

1-20f2

Description Bill To? Default Bill To?

ADA Phoenix -100 N

ADA Phoenix

Bill to Confact

Site Contact

Ship To?

Site Contact Group

Default Ship To?

Ship to Contact

4 Download =

Active?

4 Download =
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The Organizations application is used to set defaults for various options for other applications in
Maximo, such as Work Order Tracking, Inventory, and Assets. These options are accessed from the
Select Action menu. When setting certain application options, if a site is selected, the application setting
applies at the site level; otherwise it applies at the organization level.

[ T = =
- | Find: ) v SelectAction > TBd @’ =
Work Order Options b
List Organization Addresses Sites
Inventory Opfions 3
Organization: ADA [Department dsssilOplions _+
Drilldown Options
sites [ Fitter e 1-202 PM Options
Safety Plan Options
Site Description Site Contact
Purchasing Options 3 PO Options
D FOAM Faciliies Operations and Ma Labor Options Contract Options
[‘) FOAMT Facilities Operations and Ma Service Desk Options 3 Tax Options
SLA Options PO Labor Options
Ownership Assignment Options Invoice Options
Addresses for Site: FOAM [ Filter Workflow Options
Autonumber Sefup »
Address Description Bill fo Contact Ship To?
System Settings
l) ADA0003 ADA Phoenix -100 N Delete Organization
[‘) ADAD001 ADA Phoenix Add to Bookmarks

Run Reports
Cognos Reporting

Generally, the configuration of organizations, addresses, and sites will be done by system
administrators. When selecting values for these fields in other applications, clicking the Magnifying Glass
icon will allow users to view the available values in a list.

Description Site Contact Site Contact Group
Facilities Operations and Maintenance Headquarters Warehouse |

Facilities Operations and Maintenance Headquarters Warehouse

Inventory Module

The Inventory Module is a collection of applications for inventory management. These applications work
together to help users maximize the availability of items for upcoming work tasks and reduce excess
inventory balances and related carrying costs.

The goal of inventory managers is to find a balance of inventory stock such that work can be performed
with minimal delays due to unavailable materials while limiting the amount of inventory that is stored
on site to what is needed.
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The tasks involved in inventory management include the following:

= Add and maintain storeroom locations and items stocked within a storeroom
=  Track items in stock

= |dentify when stock falls below user-defined reorder points

= Create purchase requests and purchase orders to restock items

=  Report on items received

= Define items for stocking in storerooms

= Perform issues, returns, and transfers

=  Build a master list of condition codes for a particular item set

Storerooms Application

Storerooms are created and maintained in the Storerooms application in Maximo. Once a Storeroom
has been created in the database, users can view the items that are stocked in the storeroom. The setup
of a storeroom also involves associating the storeroom with the General Ledger information that is used
to track the accounting for the storeroom. Users can define the lead time calculation for itemsin a
storeroom and flag the storeroom to function as an internal supplier to other storerooms.

Storerooms can be designated as the default storeroom for a site through the Storerooms application.
The first storeroom created in a site becomes that site’s default storeroom.

Storerooms 7 Filter Q: 4 f;ﬂ & 1-170f 17 4 Download - =

Location Description Site

| =FOAM

2L e R A
TR ROOM 00 Training Storeroom 00 FOAM 'S
TRROOM 01 Training Storeroom 01 FOAM 'S
TR ROOM 02 Training Storeroom 02 FOAM 'S
TRROOM 03 Training Room 03 FOAM i
TR ROOM 04 training room 04 FOAM g
TR ROOM 05 Training Room 05 FOAM i
TR ROOM 06 Training Room 06 FOAM g
TRROOM 08 FOAM N
TR ROOM 09 Training Room 09 FOAM N
TRROOM 11 Training room 11 FOAM iy
TRROOM 7 training room 7 FOAM 'S
TR ROOM 99 Training Room 99 FOAM S
TRROOM ZZ Training Storeroom 27 FOAM 'S
TR ROOMO10 FOAM 'S
TR ROOM10 Training Storeroom 010 FOAM S
TRROOM21 Training Storeroom 21 FOAM =S

Select Records
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Control Accounts

The Storerooms application has two control accounts, one for items and one for tools. The general
ledger control account is used for inventory items and the tool control account applies to tools. Creating
a storeroom allows for the specification of a general ledger and tool control account. The general ledger
control accounts are used to track financial transactions for a storeroom location. When items are
added to a storeroom (into inventory) the account number defaults for the inventory record that is
created. When tools are added to a storeroom (into stocked tools) the account number defaults to the
stocked tool record that is created.

Lead Time Calculation

Lead time is the time between when an item is ordered and when it is received. When items are
received, a lead time calculation is used to update the lead time on the inventory record. Lead times can
be used to analyze vendors and determine the appropriate time to reorder items for inventory.

Item Master Application

The Item Master application is used define items that can be stocked in the storerooms. These items can
be grouped into an item set. Each Organization will have its own item set. Creating item records in the
Iltem Master application is done by defining the main attributes of the item, such as the commodity
codes and the order and issue units.

tems 7 Fiter © (L & E;" & 1-200f1411 & 4
ltem Description Object Rotating? Kit? Stq
| » 1=
AD-1000 BLADES FISTIHL EDGER #40-139 7374 Ad
AD-1001 SPARK ARRESTOR STHIL #42291406905/ H.T. 7374
AD-1002 HEAD AUTOCUT 25-2 STHIL 7374 Al
AD-1003 ?RPI;\AI:AIEEEUG BOSCH #USR7AC STIHL 7374 Al
AD-1004 AR FILTER F/STHIL #41801201800 7374 Al
AD-1005 AR FILTER F/ STIHL #42371201800 7374 Al
AD-1006 AR FILTER F/ STIHL #41141240806 7374 Al
AD-1007 SEALANT /GASKET SILICONE RTV BLUE 7374 Al
AD-1008 LIQUID NAILS CARTRIDGE 100Z. 7374 Al
AD-1009 SPRAY 3M #90 160Z. CAN 7374 Al
AD-1010 SUPERGLUE 10Z 7374 Al
AD-1011 EPOXY 2-PART 1 OZ 5MIN 7374 Al
AD-1012 CFL MINI#ICF-2542M2LDK 7374 Al
AD-1013 ;E%%%,ELQO/ZYTV F54T5HO 2 LAMP 7374 A
AD-1014 ’Fﬂlbilljl)JAF;P‘\3220$77\/ 1 OR 2 LAMP F32T8 7374 Al
AD-1015 Egg#g{aéé%%v DIMMING F/2/T5 7374 Al
AD-1016 ;IE)%lJAF;PWanOéZCYTV 3 OR 4 LAMP F32T8 7374 Al
AD-1017 12V 7TAH PS1270 F1 7374
AD-1018 12V 9AH PS1290 F2 7374
AD-1019 1.5V ALKALINE AAA #5LE25 7374 Al

Select Records
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Inventory Application

The Inventory Application is used to store information about all aspects of inventory materials. Users
can monitor the storeroom balance of inventory items (consumable) and tools (non-consumable) as well
as track the condition of items and the cost of inventory stock. The Inventory application can perform
the following tasks:

= Search the database for inventory items and tools

=  Specify the balances of items and item costs

=  Specify the bins and lots where items are stored and view the storeroom locations
= |ssue, transfer, and return inventory items by site and storeroom location

= Specify reorder details, such as the reorder point, the lead time, and the order unit of an
item

= |dentify and track rotating assets that are associated with a rotating item

= List all assets for which an item is listed as a subassembly or a spare part

Inventory - "7 Filter » (), 2 e 1-170f17
Item Description Storeroom Object Last Issue Date
I » »
AD-1269 DRIP EMITTER /FLAG 1 GPH FOAMHQ 7374
AD-1270 DRIP EMITTER /FLAG 2 GPH FOAMHQ 7374
AD-1271 DRIP EMITTER /FLAG 4 GPH FOAMHQ 7374
AD-1418 DRIP TUBE COUPLING 1/2" FOAMHQ 7374
AD-1424 DRIP TUBE COUPLING- 1/4" FOAMHQ 7374
AD-1425 DRIP TUBE T 1/4" FOAMHQ 7374
AD-1426 DRIP TUBE GOOF PLUG FOAMHQ 7374
AD-1419 DRIP TUBE 90 - 1/2" FOAMHQ 7374
AD-1421 DRIP TUBE END CAP 1/2" FOAMHQ 7374
AD-1420 DRIP TUBE T- 1/2" FOAMHQ 7374
AD-1423 DRIP COMPRESSION ADAPTER BLUE RING FOAMHQ 7374
AD-1272 DRIP EMITTER /BOWSMITH 6 PORT FOAMHQ 7374
AD-1417 DRIP TUBE 1/4" 100FT ROLL FOAMHQ 7374
AD-1416 DRIP TUBE 1/2" 100FT ROLL FOAMHQ 7374
AD-1413 DRIP TUBE NEAFIM TEE FOAMHQ 7374
AD-1414 DRIP TUBE NEAFIM ELBOW 90 FOAMHQ 7374
AD-1415 DRIP TUBE NEAFIM COUPLING FOAMHQ 7374
Select Records
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ABC Analysis

An ABC analysis is a technique that identifies the items that represent the greatest investment for your
department in terms of monetary value and turnover rate. It can be used as a reporting tool for
monitoring in stock levels of high value items in inventory.

It is located in Inventory application >>Inventory >> Inventory tab >> ABC Analysis

~| Fing: ) '~ |seectActon El7 At X 3~ @&

Lst | Iventory | ReorderDetsis | RolstingAsses | Where Used
hem AD-1588 % | PAPER TOWEL - CFOLD WHITE 3 Ste: FOAM Atachments 5
Storercom FOAMHQ % Facilties Operations and Msintenanos Hesdquarters Warehol |+ Status : FENDOBS * bsue Unit: CASE S}
Agency Part Number. x Default Bin: SL7 Hazardous? |
* Object 0 Defautt Stage Bin: Conditon Enabled? |
Special Handling Ins Fuctions Captaiized? ] Rotsting?
Wizl Consignment?” |
Lot Type: NOLOT Pars Usage 1 Requires hard res ervation on us &?
Iss ue Cost Type: STANDARD. S e
Receipt Tolerance % R a
Pars Reference 2:
Farts Cross Reference 1:
Parts Cross Reference 2:
Available Balance Summary L} Other Balance Summary Information ™| ABC Analysis o Is sue History L
Current Balance: 11.00 Quentity Currently Reserved 000 ABC Type: A A ) Lastissue Date: 12124114 246 PM 5}
Herd Reserved Quanity Not Staged: 000 Hard Res erved Quantiy 000 # Count Frequency: 0 Year toDate 1000
Hard Res erved Quantity Shipped: 000 Soft Res erved Quantity 000 LastYear: 0.00
Totsl Quantity Shipped: 0.00 Quaniity Staged 000 2Yeas Ago: 0.00
Expired Quarntity in Stock: 000 Quantity in Hokding Location: 000 3Yeas Ago: 0.00
Quantity Available 11.00
* Mnimum Level: 500.00
* Maximum Level: 000

Inventory Costs

In Maximo, users control the cost of inventory items and tools by using a range of costing methods. The
default cost method is Standard cost. Average cost issues inventory so that price variations are
reflected. Last-in-first-out (LIFO) and First-in-first-out (FIFO) costing captures and applies the cost of
items on receipt. LIFO and FIFO costing are more precise than other costing methods. LIFO uses the
receipt cost of items that are newest in stock while FIFO costing uses the receipt cost of items that are
oldest in stock.

It is located in Inventory application > Inventory > Inventory tab.

1. Click Select Action
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25

2. Click Change Cost Type

1 | Fnc|

Q ~

Select Acton.
% ChangeSas

~lial

List I Inv entory u Reorder Detsils ‘J

Asse

ttem AD-1586

View Status History
Reorder
Add/Modify Res ervations

» A

PO

Storercom | FOANHQ

Agency Part Number: I

Change Cost Type I

* Object 0
Specisl Handling Ins tructions:
l.atTypaM!.OT

Receipt Tolerance %:

ks ue Current tem

Iss ve Current temto Muliple Assets
Transfer Current tem
Assemble Kit

Db as semble Kit

View ltem Av silsbiity

View Vendor Anslysis

View Inventory Trans actions
View /Edit Cons ignment Detsis
Inventory Adijus tments

Unit of Messure and Conversion
Attachment Library/Folders

Available Bala ™

Add to Bookmarks

Herd Reserved Quantity Not Staged:. 0.

Run Reports
Cognos Reporting

Hard Res erved Quantity Shipped:
Tetsl Quertiy Shipped 000

Expired Quantity in Stock:
Quantity Avsilable: 11.00

#* Minimum Level: 500.00

* MeximumLevel: 000

»

»

13

g @

%

—e
lers Warehot |+

3. Click Search.

Change Cost Type

Inventory Cost Type = I Fiter
tter

Rotating?
AD-1586 ||

Storercor

1-1cf 1

Site

kbsueCost Type

New lssue Cost Type

fo!

| oo ] |




6. Select the cost that applies.

MAXIMO | Inventory Management

Select Value
# Fiter > ©4 4 1_40f4 g Download : =
Value Description
\
Inventory item is issued and valued at
AVERAGE average cost.
FIFO FIFO Cost
LIFO LIFO Cost
Inventory item is issued and valued at
FRDRRD standard cost.

3.2. Create/Maintain Storerooms

The Storerooms application is used to add new storeroom locations to the database and multiple
storerooms can be created per site with no limit to the number of storerooms that can be setup in the
system. Inventory storerooms are the places where inventory items are stored in and issued from.

Verify if Storeroom Exists

Before creating a new storeroom, users should first verify that the storeroom does not already exist in
the database. This can be done by navigating to the Storerooms application using the Go To menu. Once
in the Storerooms application on the List tab, pressing the Enter key on the keyboard or selecting the
Reload button on the screen will display a list of all available storerooms for the users’ site. If more
storeroom records are available than can be displayed on one page, the arrow icons can be used to
scroll through the additional pages.

Storerooms 7 Filter + (), .'3] ¥ 1-17 of 17 g§ Dovwnload : e
Location Description Site
=FOAM
FactesCpuaton s ariararce N
TR ROOM 00 Training Storeroom 00 FOAM vl
TR ROOM 01 Training Storeroom 01 FOAM S

On the List tab, there are four columns displayed:

=  Location — The storeroom name is a link to the Storeroom tab for the selected storeroom
= Description — The short description for the storeroom location
= Sjte — The site with which the storeroom is associated

= Add to Bookmarks — The Add to Bookmarks icon allows users to quickly navigate to a page
using the Bookmarks command
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The list of records on the List tab can be sorted by clicking the column title links and filtered by entering
text into any of the available fields at the top of each column. Additional searchable fields can be
accessed by clicking the Advanced Search button. Entering text into the filter fields requires an exact
match in order to return records. For example, entering “dep” into the Location filter field will not
return location records that contain the word “department” even though the name contains the search
string. However, the filter fields also allow the use of a wildcard character (*) to represent any additional
characters. In the previous example, entering “dep*” into the Location filter field will return all records
that contain a word that begins with “dep” so records that contain the word “department” would be
displayed. The Clear Filter Fields icon can be used to remove all text from the filter fields.

Storerooms ~ 7 Fiter » ( © & ' (& L' 4 1-140f 14 4 Download = =
Location Description Site
X =FOAM
TR ROOM 00 Training Storeroom 00 FOAM 2N
TRROOM 01 Training Storeroom 01 FOAM i

Create New Storeroom

Once it has been determined that the storeroom does not exist, then one can be created by clicking the
New Storeroom icon at the top of the screen. This will take the user to the Storeroom tab with a new,
blank storeroom record ready for entry. On the storeroom record, the user enters information into the
required and optional fields. The required fields for a new storeroom are the Location and GL Control
Account fields. The rest are optional but can be useful for tracking or reporting.

List ‘ Storeroom ‘ liems
# Location: | . Site: FOAM
GL Control Account: Shrinkage Account:
Cost Adjustment Account: Invoice Variance Account:
Receipt Variance Account: Currency Variance Account:
Purchase Variance Account: Tool Control Account:
Recent Lead Time Weight in %: Default Storeroom?,
Ship to Labor: . Use in PO/PR?
Ship to Address: ADA0001 ADA Phoenix
Bill to Labor.
Bill to Address: ADA0001 ADA Phoenix
Inventory Owner:

The available fields on the storeroom record are:

= Location — Enter a name for the storeroom that will identify it in the system
= Location Description — Enter a description of the location

=  GL Control Account — Enter the default GL account that Maximo applies to items in this
storeroom during GL transactions such as issues, returns, receipts, transfers, orders, and
adjustments

= Cost Adjustment Account — Enter the account that tracks changes in either the average
price or the standard price from manual inventory price adjustments. These changes result
from using the Adjust Average Cost and Adjust Standard Cost actions, respectively
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= Receipt Variance Account — Enter the debit account used to track the variance between
Purchase Order (PO) and Invoice exchange rates. This account contains the differences
between the inventory standard cost and the receipt cost (specific to the storeroom) for any
items in the associated storeroom location and is used for standard costing only

=  Purchase Variance Account — Enter the account used to track fluctuations in purchase costs
for items (or the variance between PO and original Last and Standard price)

= Recent Lead Time Weight in % — Enter the weight in percent given to the most recent
receipt of an order. Users may want to give the most recent record more (or less)
importance in the calculation of lead time

=  Ship to Labor — Enter the labor code to ship items to when reorders are processed for this
storeroom

=  Ship to Address — This field is auto populated with the site defaults, but can be modified, if
necessary. Enter the address code to ship items to when reorders are processed for this
storeroom

= Bill to Labor — Enter the labor code for billing when reorders are processed for this
storeroom

= Bill to Address — This field is auto populated with the site defaults, but can be modified, if
necessary. Enter the address code for billing when reorders are processed for this
storeroom

= |nventory Owner — Enter the Person code (User ID) of the user responsible for the inventory
in the storeroom

= Shrinkage Account — Enter the credit account used when manually adjusting the inventory
guantity. The transaction is positive when the actual inventory quantity is greater than the
Maximo-calculated current balance

= |nvoice Variance Account — Enter the debit account used to track variances in the price
between receipt and invoice for this storeroom. This transaction is positive when the invoice
line cost is greater than the receipt cost

=  Currency Variance Account — Enter the account that contains the differences between the
PO price and the invoice price that result from changes in the exchange rate

= Tool Control Account — Enter the debit account used for capitalized tools

= Default Storeroom — Check this box if the storeroom is the default storeroom for the site. If
this box is checked, Maximo reserves items for this storeroom if a job plan or work order
does not specify a storeroom

= Use in PO/PR — Check this box if the storeroom can be used to supply and reserve inventory
items and tools for use with internal purchase requests and internal purchase orders

Save the New Storeroom Record

Once data entry is complete for the new storeroom record, the user clicks the Save icon to save the
record in the system. At this point, the Location field becomes read-only and cannot be modified.
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Storeroom Modification

Storeroom records can be modified by navigating back to the Storerooms application and selecting the
storeroom on the List tab. Fields that have a gray background are read-only and cannot be modified.
Sections that contain rows have a Trash Can icon on the right side of the screen that allows users to
delete the row from the list. If changes are made, clicking the Save icon will commit the changes to the
database.

View Items in Storeroom

Users can view a read-only list of the items available in the selected storeroom by clicking on the Items

tab. This tab displays items, descriptions, cost, and current balance (in stock) information.

List

Items
ftem =
AD-1000
AD-1001
AD-1002
AD-1003
AD-1004
AD-1005
AD-1006
AD-1007
AD-1008
AD-1009
TR-1004
TR-1005

TR-1006

Storeroom ‘ ltems |

Location: TR ROOM 00

L> Filter

»
»

»

»
»

»

¢ 1-130f13
Description
BLADES F/STIHL EDGER #40-139
SPARK ARRESTOR STHIL #42291406905/ H.T.
HEAD AUTOCUT 25-2 STHIL
SPARK PLUG BOSCH #USR7TAC STIHL TRIMMERS
AIR FILTER F/STHIL #41801201800
AIR FILTER F/ STIHL #42371201800
AIRFILTER F/ STIHL #41141240806
SEALANT /GASKET SILICONE RTV BLUE
LIQUID NAILS CARTRIDGE 100Z.
SPRAY 3M #90 160Z. CAN
Training Item 00

Training ltem ZZ

Stock Category

STK

STK

STK

STK

STK

STK

STK

STK

STK

STK

STK

STK

STK

Standard Cost

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

10.00

0.00

Average Cost
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

10.00

0.00

Last Receipt Cost
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

10.00

0.00

4 Download =

Current Balance

100.00

200.00

50.00

25.00

10.00

500

500.00

300.00

40000

150.00

172.00

3.00

9.00
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AcTivity 1.3
Create a New Storeroom Record

Scenario
You need to create a storeroom in Maximo for your department. It will be the default storeroom for
your site and other sites may need to purchase items from your inventory.

Setup
v' User is logged in to the Maximo Home Page, Start Center.

Steps

A. Verify that the storeroom does not already exist in the database.
1. Atthe top of the screen, click Go To.
2. Click Inventory > Storerooms.

3. Inthe Storerooms application, on the List tab, click the Reload icon. The list of storerooms is
displayed.

4. Scroll through the list of available storerooms to see if one exists for your training
department.

5. Inthe Location filter field, enter tr room*.

Storerooms © # Fiter * (L~ & < (& ¥ 1-160f16 £4 Downioad = =
Location Description Site
X =FOAM

6. Press Enter. No rows are displayed.
B. Create a new storeroom record.

1. Click the New Storeroom icon at the top of the screen. A blank storeroom record is
displayed.

In the Location field, enter TR ROOM ##, where ## is your student number.

In the Description field, enter Training Storeroom ##, where ## is your student number.
In the GL Control Account field, enter MAX-TRAIN1.

In the Cost Adjustment field, enter MAX-TRAIN1.

In the Receipt Variance Account field, enter MAX-TRAIN1.

In the Purchase Variance Account field, enter MAX-TRAIN1.

In the Shrinkage Account field, enter MAX-TRAIN1.

LW 0 N v A~ W N

In the Invoice Variance Account field, enter MAX-TRAIN1.
10. Check the Default Storeroom checkbox.
11. Check the Use in PO/PR checkbox.
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12. Click the Save Storeroom icon at the top of the screen.

+ | Find: ), Select Action 1R & @ ==
List Storeroom ltems
* Location: TR ROOM 007 Training Storeroom + Site: FOAM
GL Control Account: MAX-TRAIN1 Shrinkage Account: MAX-TRAIN1
Cost Adjustment Account MAX-TRAIN1 Invoice Variance Account: MAX-TRAIN1
Receipt Variance Account: MAX-TRAIN1 Currency Variance Account:
Purchase Variance Account: MAX-TRAIN1 Tool Control Account
Recent Lead Time Weight in %: Default Storeroom?, v
Ship to Labor: 4 Usein PO/PR?, v
Ship to Address: ADA0001 ADA Phoenix +
Bill to Labor. +
Bill to Address: ADAO0O1 ADA Phoenix +
Inventory Owner: +

C. Verify that the record has been created.
1. Click the List tab.
2. Click the Reload icon.
3. Inthe Location field, enter tr room*.
4

Press Enter. The storeroom you created will be displayed in the records.

Storerooms 7 Fiter © (L & 4 1-160f16 4 Download - =
Location Description Site
tr room* =FOAM
TR ROOM 00 Training Storeroom 00 FOAM i
TR ROOM 007 Training Storeroom FOAM i S

5. When you are finished, click Start Center to return to the Home Page.

3.3. Create/Maintain Item Master

The Item Master application stores records for all the items in the database. Once an item record is
created in the ltem Master application it can be added to a storeroom. The tabs available in the Item
Master application work similarly to the tabs in the Storerooms application. Selecting an item record on
the List tab, will determine what information is displayed on the Item, Storerooms, and other tabs. For
example, when selecting a record on the List tab, switching to the Item tab will display the details for
that record (some of which can be modified), and switching to the Storerooms tab will display all of the
storerooms that currently stock the item.

Verify if Item Exists

Before creating a new master item record, users should first verify that the item does not already exist
in the database. This can be done by navigating to the Item Master application using the Go To menu.
Once in the Item Master application on the List tab, pressing the Enter key on the keyboard or selecting
the Reload button on the screen will display a list of all available items in the database. If more item

31



MAXIMO | Inventory Management

records are available than can be displayed on one page, the arrow icons can be used to scroll through
the additional pages.

~ | Fing (), SelectAction ~ ) waaiRig

List ltem Storerooms: Vendors Specifications Item Assembly Structure

‘:{ Advanced Search = ¥ ’H Save Query ' ¥ H Bookmarks

Ktems 7 Fiter + (), = & 1-200f 1411 5 c4 Download ~ =
ltem Description Object Rotating? Kit? Status
- Q ), 1=0BSOLETE
AD-1000 BLADES FiSTIHL EDGER #40-139 7374 0 0 ACTIVE N
AD-1001 SPARK ARRESTOR STHIL #42291406905/ HT. 7374 O O ACTIVE N
AD-1002 HEAD AUTOCUT 25-2 STHIL 7374 o o ACTIVE N

On the List tab, the columns displayed include:

= Item —The item name is a link to the Item tab for the selected item

= Description — The short description for the item

= Object - Represent object of expenditure. Advantage Chart of account element.
= Rotating? — Specifies whether the item is a rotating asset

= Kit? — Specifies whether the item is a kit item that contains a collection of items that can be
issued together as a single item

=  Status — The current status of the item, options include: Active, Pending, Planning, and
Obsolete

= Add to Bookmarks — The Add to Bookmarks icon allows users to quickly navigate to a page
using the Bookmarks command

The list of records on the List tab can be sorted by clicking the column title links and filtered by entering
text into any of the available fields at the top of each column.
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Create New Item

Once it has been determined that the item does not exist then one can be created by clicking the New
Iltem icon at the top of the screen. This will take the user to the Item tab with a new, blank item record
ready for entry. On the item record, the user enters information into the required and optional fields.

The only required fields for a new item are the Item and Lot Type fields. The rest are optional but can be

useful for tracking or reporting.

Al [CURTR-1034]
Commodity Group:

Commodity Code:

Special Handling Instructions:

* Object: 0
Meter Group:
Meter:
# Lot Type: NOLOT
MSDS:

ltem Set: ADA

Alternate Items = [» Fitter

ltem Description

Condition Codes - [ Filter

Condition Code

List ‘ ltem ‘ Storerooms Vendors

Specifications

»

0-00f0

Commodity Group

0-00f0

ftem Assembly Structure

Description

Attachments [ 7

Status: PENDING

Order Unit:

Issue Unit:

Maximum Quantity Issued:
Hazardous?

Rotating?’

Condition Enabled?

Kit?’

Capitalized?

Inspect on Receipt?

Add as Spare Part?

Attach to Parent Asset on Issue?|.

Tax Exempt?,

Commodity Code

Click to see image in its actual size

-

Rotating?

=

Condition Rate

The available fields on the item record are:
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Item — This field will be auto generated by the system with a three digit agency code prefix
Item Description — Enter a description for the item

Commodity Group — Enter or select the commodity group, or product category, associated
with the item

Commodity Code — Enter or select the commodity code associated with the item
Part Type Code — Enter or select the part type code for the item
Parts Usage Code — Enter the parts usage code for the item

Special Handling Instructions — Enter any special instructions that are important for proper
handling of the item, such as Fragile

Meter Group — If the item is a rotating item, enter the meter group, or category of meters,
to which the meter applied to this item belongs

Meter — If the item is a non-rotating item, enter the meter associated with the item for
which a reading is to be recorded when this item is issued as an asset
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Lot Type — Specify whether the item is tracked by lot (LOT) or not (NOLOT). Typically, LOT is
used for items that have an expiration data and is able to be assigned a lot number upon
receipt. This field defaults to NOLOT

MSDS — Enter the Material Safety Data Sheet number issued by the Occupational Safety and
Health Association (OSHA)

Item Set — This field will default and cannot be modified since only one item set can be
assigned to an organization

Status — This field will default to pending and cannot be modified during item creation
Order Unit — Enter or select a unit of measure used when ordering the item
Issue Unit — Enter or select a unit of measure used when issuing the item from a storeroom

Maximum Quantity Issued — Enter the total maximum quantity that can be issued to an
asset

Hazardous? — Check this box if the item is a hazardous material

Rotating? — Check this box if the item is a rotating asset which is tracked by item number
and individual asset number

Condition Enabled? — Check this box if the item has a value or worth that can be assigned
and tracked based on its physical condition

Kit? — Check this box if the item is a kit item that contains a collection of items that can be
issued together as a single item

Capitalized? — Check this box if the item is to be financially accounted for as a capitalized
cost. Tools are always accounted for as capitalized costs. Capitalized items are always issued
and returned at zero cost, regardless of the cost carried in inventory. Non-capitalized items
are issued and returned at the standard, last, or average cost

Inspect on Receipt? — Check this box if the item should be held out of inventory when
received until the purchase order receipt has been approved

Add as Spare Part? — Check this box if the item will be added as a spare part for the asset
when issued, if the item is not already a spare part

Attach to Parent Asset on Issue? — Check this box to attach the item to the parent asset
when the item is issued

Tax Exempt? — Check this box if the item is not taxable. The buyer for the organization
determines the tax-exempt status of items, tools, and services

There are two sections below the Item fields that can also be completed during item record creation,

Alternate Items and Condition Codes.

In the Alternate Items section, clicking the New Row button allows users to enter item codes that serve

as suitable alternatives or are interchangeable with the current item or tool. This creates a one-way

association. The associated alternate item will not display the current item as an alternate item

In the Condition Codes section, clicking the New Row button allows users to enter or select a Condition

Code that will track the balance and value of each item. If an item is marked as Condition Enabled, at
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least one condition code must be added to the record. For each Condition Enabled item, one condition
code must have a “full-value” rate of 100%. Maximo uses this condition code as the reference point to

calculate the value for any other condition codes for the item.

Storerooms Tab

During item record creation, the Storerooms tab will be blank and does not require data entry.

Vendors Tab

Adding vendors for an item on the Vendors tab is optional but recommended. Vendors are added by
clicking the New Row button and entering the necessary information into the fields. Multiple vendors
can be added for one item record. The only required fields on the Vendor tab are Promised Lead Time

(Days) and Organization and both of those fields will default when creating a record.

Vendors P Filter

7 »
Details
Vendor: |
Manufacturer:
Manufacturer's Part Number
Model
Catalog #:
* Promised Lead Time (Days):
Tax Code
Currency.
Receipt Tolerance %:

Default Vendor?

Vendor Manufacturer

LastPrice Last Order Date

Order Unit

(=)

Disqualified Vendor?|
Last Price:
Last Order Date
Order Unit:
Catalog Web Page:
Tax Exempt?
* Organization: ADA

Site:

Organization

ADA

4 Download =

)
=3

The available fields for a vendor are:

=  Vendor — Enter or select a valid vendor from which this item is received

=  Manufacturer — Enter or select a valid manufacturer of the item for a particular vendor

=  Manufacturer Part Number — Enter the manufacturer part number if known

=  Model — Enter the primary vendor’s model number for the item

= Catalog # — Enter the vendor’s catalog or part number for the item

= Promised Lead Time (Days) — Enter the promised delivery lead time from the vendor for this
item and this specific manufacturer, model, and catalog number. This field defaults to 0 but
can be changed

= Tax Code — Enter or select the tax code for this vendor. This field defaults to the tax code of
the vendor in the Companies application if it exists

=  Currency — This field is used for currency conversion but is grayed out

= Default Vendor? — Check this box if the current vendor is the default vendor for a given item

in an organization
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= Disqualified Vendor? — Check this box if the vendor is disqualified from being used on new
Purchase Requests, Purchase Orders, Request for Quote, Invoices, or any other application
that references vendors

= Last Price — Enter the last price received from the vendor for this item and this specific
manufacturer, model, and catalog number

= Last Order Date — Enter or select the last date the item was ordered from this vendor

= Order Unit — Enter or select the unit of measure associated with the vendor’s bid price for
this item and this specific manufacturer, model, and catalog number

= Catalog Web Page — Enter the Internet address for this catalog item on the vendor’s web
page

= Tax Exempt? — Check this box if the item is not taxable. The buyer for the organization
determines the tax-exempt status of items, tools, and services

= Organization — Enter or select the organization for this vendor. This field defaults to the
users’ current organization

= Site — Enter or select the site associated with this vendor

Specifications Tab
The Specifications tab is used to classify the item according to the classifications that have been setup in
the system. This process includes populating the attributes that are associated with that classification.

The Detail Menu icon next to the Classification field allows users to select a classification for the item.
Selecting a classification will populate the Class Description field and add the associated attribute rows
to the Specifications section below. The attribute rows added depend on the chosen specification, and
rows can be added or deleted as necessary for the item.

Each attribute will have a name and description, along with a Data Type which defines what can be
entered for the attribute. For example, a Material attribute may allow an Alphanumeric Value to be
entered or selected to describe the material while a Size attribute may allow a Numeric Value and a Unit
of Measure to be entered or selected.

Item Assembly Structure Tab

The Item Assembly Structure tab allows users to create items that are lists of parts or subassemblies.
These items are called Kits. Kits consist of items which are always issued together. One item is the
parent item for one or more children items in the Kit. For example, a Kit called School Supplies may
contain 5 pencils, 5 pens, 5 markers, 10 crayons, 1 glue stick, 1 pair of scissors, and 50 sheets of paper.

To add items to a Kit, on the Item Assembly Structure tab for the master item that will contain the list of
parts, in the Children section, the user clicks the New Row button and enter the necessary information
into the following fields:

= |tem — Enter or select the item code

= Quantity — Enter the number of this item in the Kit
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= Remarks — Enter any comments associated with the item as it relates to the Kit

Save the New Item Record

Once data entry is complete for the new item record, the user clicks the Save icon to save the record in
the system. At this point, the Item field becomes read-only and cannot be modified.

"~ | Find: '\_'% w Select Action = ‘__J & a Q :.‘: @ =i

Item Status

In order for an item to be usable, it must have a Status of Active. The Status field cannot be changed
when creating the item record. The Status can only be changed by using the Select Action menu at the
top of the screen. In order to use the Select Action menu, the list of items must first be filtered to only
show a few records and the Select Records checkbox enabled to allow selecting a specific record.

One way to filter the list for this purpose is to set the Status field filter to “=PENDING”. This will show
any newly created items in Pending status in the list.

tems - FFiter > O 1-10f1 4 Download = =
ltem Description Object Rotating? Kit? Status
» Q (O cncinglE3
TR1018 0 O O PENDING N
|| SelectRecords

Then select the Select Records checkbox which will display the checkboxes next to each record in the
list. Find the Pending record that you want to change to Active and check the box for that record.
Multiple records can be selected and modified simultaneously using this method. The system will warn
users that they are about to modify multiple records.

'~ Find: (L, | select Action =1 ) vaRsa

o

ot Change Status
List Item Storerooms Vendors Specificati
Add ltems To Storeroom

4 Advanced Search © ¥ savecuery v || 8o Unit of Measure and Conversion »

ftems = 7 Fiter > () & 1 Add/Modify Commodity Codes 4 Download : =
Attachment Library/Folders 3
ltem Descript Object Rotating? Kit? Status
Run Reports
» Cognos Reporting = i §ipending]
TR-1018 o O O PENDING ﬁ

|| Select Records

The Select Action menu allows users to choose Change Status. This will display the Change Status dialog
box with three fields. Select the New Status of Active from the dropdown menu. It is important to note
that if the item has previously been added to a storeroom, it is recommended to select the Roll New
Status to Organizations and Inventory checkbox.
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It is also recommended to enter a note in the Memo field that describes the reason for the status
change. The status change will take place when the user clicks the OK button.

Change Status

* New Status: | -
Roll New Status to Organizations and Inventory?,

Memo:

OK | [ Cancel

Item Modification

Iltem records can be modified by navigating back to the Item Master application and selecting the item
on the List tab. The Item, Vendors, Specifications, and Item Assembly Structure tabs have fields or rows
that can be modified. Fields that have a gray background are read-only and cannot be modified on the
page. Sections that contain rows have a Trash Can icon on the right side of the screen that allows users
to delete the row from the list. If changes are made, clicking the Save icon will commit the changes to
the database.

View Storerooms That Contain an Item

Users can view a read-only list of the storerooms that contain the selected item by clicking on the
Storerooms tab. This tab displays storeroom, cost, current balance (in stock), bin, status, and site
information for the item.
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Activity1l .4
Create a New Item Record

Scenario
You need to create an item in Maximo in order to use the item throughout the organization.

Setup
v' User is logged in to the Maximo Home Page, Start Center.

Steps

A. Verify that the item record does not already exist in the database.
1. Atthe top of the screen, click Go To.
2. Click Inventory > Item Master.

3. Inthe Item Master application, on the List tab, click the Reload icon. The list of items is
displayed.

4. Inthe Item filter field, enter tr item*.

ltems = 7 Fiter > ()~ & G 1-10f1
tem Description
2

5. Press Enter. No rows are displayed.
B. Create a new item record.
1. Click the New Item icon at the top of the screen. A blank item record is displayed.

2. The Item field will be auto generated. Note #:

3. Inthe Description field, enter Training Item ##, where ## is your student number.
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4. Inthe Order Unit field, click the Magnifying Glass icon and select BOX.
5. Inthe Issue Unit field, click the Magnifying Glass icon and select BOX.
List ‘ ltem ‘ Storerooms. Vendors Specifications Item Assembly Structure
# ftem: TR-1035 % Training ltem 007 8 Attachmets
Commodity Group: Q = Status: PENDING
Commodity Code: Q = Order Unit: BOX Q
Special Handling Instructions: |ssue Unit: BOX (@]
Maximum Quantity Issued:
# Object|0 Hazardous?|
Meter Group: » (=) Rotating?|
Meer] » = Condition Enabled?|
# Lot Type: NOLOT Q itz
MSDS: Capitalized?
ttem Set [N Inspect on Receipt?|
Add as Spare Part?|
Aftach to Parent Asset on Issue?|
Tax Exempt?|

C. Add

a vendor for the item record.

1. Click the Vendor tab.
2. Inthe Vendors section, click the New Row button.
3. Inthe Vendor field, enter VENDOR1.
4, Check the Default Vendor checkbox.
5. Click the Save Item icon at the top of the screen.
~| Find: (), w select Action TR @it =
List ltem Storarooms Vendors Spacifications Item Assembly Structure
# ltem: TR-1035 » Training ltem 007 + ltem Set ADA
Vendors b Fiter 1-10f1 4 Downioad = =
7 » » [ BOX ADA f‘
Details
Vendor. VENDOR1 » ! Disqualified Vendor?| |
Manufacturer » . Last Price:
Manufacturer's Part Numbar Last Order Date: D
Model Order Unit BOX
Calalog # Catalog Web Page:
# Promised Lead Time (Days) 0 Tax Exempt?
Tax Code: L # Organization. ADA
Currency. Site:
Receipt Tolerance %
Default Vendor? v

D. Verify that the record has been created.

1.

2

Click the List tab.
. Click the Reload icon.
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3. Inthe Item filter field, enter item number from step B2.

tems 7 Fiter & & & 1-160f 16
ftem Description Obiect
= x| % tan
TR-1004 Training ltem 00 0

TR-1005 Training ltem 77 0

TR-1010 Training ftem 06 0

Rotating?

=
=]

-4 Download
Status
1=0BSOLETE
ACTIVE
ACTIVE

ACTVE

4. Press Enter. The item you created will be displayed in the records.
E. Change the status of the item to Active.
1. At the bottom of the list, click the Select Records checkbox.

2. Locate the item you just created with your student number in the name and description, and
check the box next to the item name.

1 TR-1035 Training ltem 007 0 N N PENDING Ay
Select Records

3. Atthe top of the screen, click the Select Action menu dropdown.
4. Click Change Status.

5. Inthe Change Status dialog box, in the New Status field, click the dropdown menu and select
Active.

6. Check the Roll New Status to Organizations and Inventory checkbox.
7. Inthe Memo field, enter Activating new item.

8. Click the OK button.

Change Status

* New Status: Active -

Roll New Status to Organizations and Inventory? »

Memo: Activating new item

OK | | Cancel

9. Save entry.

10. When you are finished, click Start Center to return to the Home Page.
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3.4. Create/Maintain Inventory

The Inventory application stores information about all aspects of inventory items and materials. Users
can monitor the storeroom balance of inventory items and tools and track the condition of items and
the cost of inventory stock. Vendor information can be stored so that items can be reordered promptly
when the storeroom balance indicates that items need to be replenished.

In order to create and maintain an inventory, items from the Item Master catalog are added to
storerooms and made available for use.

Locate Items

The Item Master application, List tab is used to locate the items that will be added to a storeroom. There
are two ways to select an item to add to a storeroom.

= Use the filter fields and Select Records checkboxes to select one or more items on the List
tab. Then click the Select Action menu to select Add Items to Storeroom.
= Locate and select the item on the List tab to open the Item tab detail view. Then click the

Select Action menu and select Add Items to Storeroom.

Add Items to Storeroom

After selecting Add Items to Storeroom, the first dialog box asks the user to choose a Site and
Storeroom. The Site and Storeroom can be located and selected by clicking the Magnifying Glass icon.
The Site will default to the user’s default Site.

Add ltems to Storeroom

Site:| |FeNY x

Storeroom: 7

[ ok | [ Cancel

Once the Site and Storeroom fields have been completed, clicking OK will bring up a second dialog box.

Add ltems to Storeroom

Storeroom Information - [p Filter 1-10f1 4 Download @ =
ltem Issue Cost Type Unit Cost Default Bin Current Balance Lot Issue Unit Order Unit Site

[p [EETEE x| L STANDARD 0.00 L BOX L BOX ", FOAM ]
oK | | Cancel
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In the second dialog box, the required fields are the Item, Issue Cost Type, and Issue Unit. Some fields
will be grayed out if not applicable and only shown by expanding the details pane. The second dialog box

contains the following fields:

Item — This field is required. This field will default to the currently selected item, but can also
be modified at this point

Condition Code — Enter a condition code, if applicable
Lot — Enter a lot number if applicable

Issue Cost Type — This field is required and will default to Standard. Enter or select the issue
cost type of an inventory item, can be Average, Standard, First In First Out (FIFO), Last In
First Out (LIFO), or Asset. The Asset cost type can only be used for rotating items

Unit Cost — Enter the unit cost for the current item

Default Bin — Enter the unique identification number for the primary bin or storage location
for the selected item within the storeroom

Current Balance — Enter the quantity of items that exist in the storeroom

Issue Unit — Enter or select the standard quantity by which the item is issued from the
storeroom, such as each or roll

Order Unit — Enter or select the unit of order, such as each or roll

Consignment? — Check this box to identify the item as a consignment (owned by external
vendors) type of item. This also displays additional consignment-only fields

Site — This field is displayed from the previous dialog box, but is grayed out and cannot be
modified

Once the data entry is complete, clicking the OK button will complete the process. Users can verify that
the item was added to the storeroom by clicking the Storeroom tab and observing the item now listed in
the inventory of the storeroom.

List | tem ‘ Storerooms ‘ Vendors | Specifications | ltem Assembly Structure
ltem: TR-1028 » x| 5 Item Set: ADA
Storeroom Information = [P Filter ¥ 1-20f2 4 Download - =
Storeroom Stock Category Standard Cost Average Cost Last Receipt Cost Lifo/Fifo Unit Cost Current Balance Default Bin Status Site
FOAMHQ STK 10.00 10.00 10.00 10.00 ACTIVE FOAM
TR ROOM 03 STK 8.00 100.00 1 ACTVE FOAM

Inventory Information Update

The Inventory application in the Inventory module is used to update the information associated with

inventory, such as reorder points.

Each record on the List tab in the Inventory application represents a stock of the item in a storeroom.

One item can have multiple records, one for every storeroom that contains the item. Selecting a record
on the List tab will display the details of the record on the Inventory tab.
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Inventory Tab

The Inventory tab contains all of the information about the current inventory item record, including its

location, costs, and balances (quantity).

- N
All Records ~ | Find L, ¥ SelectAction -1 & & *qj @ : R @ =
List Inventory Reorder Details Rotating Assets Where Used A
tem: TR-1016 % Training ltem 05 1 Site: FOAM Attachments [
Storeroom: TRROOM 05 7> Training Room 05 2 Status: ACTIVE #* Issue Unit. BOX
Agency Part Number. Default Bin: 1 Hazardous?|
#* Object: 0 Default Stage Bin: Condition Enabled?|
Special Handling Instructions Capitalized?|” Rotating?[”
Kit?[ Consignment?|

Lot Type: NOLOT

Issue Cost Type: FIFO

Available Balance Summary

Parts Usage 1 Requires hard reservation on use?|
Parts Usage 2:
Parts Reference 1
Parts Reference 2
Parts Cross Reference 1

Parts Cross Reference 2

L Other Balance Summary Information = ABC Analysis = Issue History L
Current Balance: 100.00 Quantity Currently Reserved. 0.00 ABC Type: 4 LastlIssue Date: 12/16/14 11:13 AM [:%
Hard Reserved Quantity Not Staged: 0.00 Hard Reserved Quantity: 0.00 # Count Freguency: 0 Year to Date: 0.00
Hard Reserved Quantity Shipped. 0.00 Soft Reserved Quantity: 0.00 Last Year: 0.00
Total Quantity Shipped: 0.00 Quantity Staged 000 2 Years Ago: 000
Expired Quantity in Stock: 0.00 Quantity in Holding Location: 000 3 Years Ago: 0.00
Quantity Available: 100.00
# Minimum Level: 150.00
# Maximum Level 0.00

Most of the fields on the Inventory tab are grayed out and read-only. The available fields for editing

include:

Default Bin — Identifies the primary bin or storage location for the selected item within the
storeroom

Default Stage Bin — Identifies the default staging bin for the selected item

Issue Unit — Standard quantity by which the item is issued from the storeroom, such as each
or roll

Requires hard reservation on use? — Specifies whether a reservation must be a hard
reservation

ABC Type — Allows users to quickly identify which inventory items represent the greatest
investment in terms of monetary value and turnover rate. The ABC Type value for an item is
determined by running an ABC Analysis report

Count Frequency — Specifies the number of days between an audit or count of an inventory
item

Minimum Level — Specifies the minimum quantity of inventory stock items required. When
the stock balance reaches this quantity, the inventory items must be reordered

Maximum Level — Specifies the maximum quantity of inventory stock items allowed
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The cost of inventory items is controlled by selecting a costing method. The costing method can be set
to Standard or items can be issued at an average cost so that price fluctuations are reflected. Last-in-
first-out (LIFO) and First-in-first-out (FIFO) are costing methods that apply the cost of items on receipt.
Both of these methods are more precise than other costing methods. LIFO costing uses the receipt cost
of items that are the newest in stock. FIFO costing uses the receipt cost of items that are the oldest in

stock.

Inventory LIFOIFIFO Costs

Condition Code

> Fiter <

1-30f3

Description

Unit Cost Cost Date -

0.00

1216114 125 PM

12/16/14 11:14 AM

12/16/14 10:40 AM

4 Download : =

Quantity
20.00
4.00

76.00

The quantities of items that are currently in stock are called the inventory balance. Balances can be
determined by bin and lot level for each storeroom. If an item is stored in multiple storerooms, users
can view balances for all storeroom locations they have access to. Inventory Balances are used to

calculate item reorders.

Reorder Details

The Inventory application, Reorder Details tab is used to define the reorder points and quantities for
orders. The key fields on the Reorder Details tab are:

=  Reorder? — Check this box to include this item in the inventory reorder process

= Reorder Point — Enter the minimum quantity of inventory stock items required. When the
stock balance reaches this number, the inventory items must be reordered

= Lead Time (Days) — Enter the number of days it takes to receive the item after ordering

= Economic Order Quantity — Enter the reorder quantity that provides that best economic
value to the organization

Item: TR-1016

Storeroom: TR ROOM 05

Reorder Details

Reorder?
* Reorder Point:
* Lead Time (Days):
Safety Stock:
Catalog #:
# Economic Order Quantity:
Order Unit: BOX
Minimum Issue Quantity:
Maximum Issue Quantity:
Vendors = p Filter
Vendor

VENDOR1 »

VENDOR1 »

List Inventory ‘ Reorder Details ‘ Rotating Assets

Manufacturer

Where Used

% [Training Item 05

27 Training Room 05

= Primary Vendor

Primary Vendor: VENDOR1

150.00 Manufacturer:
0 Manufacturer's Part Number:
Model:

Catalog #:

50.00

L4 1-20f2

=
S
&
&

Catalog #

» BOX

7? |VENDOR1

»

Order Unit

Last Price Last Order Date

Organization

121614

=)
)

ADA

Site: FOAM

Internal?
Storeroom:,

Storeroom Site:

4 Download = ==

i)
3

FOAM
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Rotating Assets

The Inventory application, Rotating Assets tab is used to view associated rotating assets. If the selected
item is a rotating item, when it is received into inventory, an Asset must be assigned to it for every piece
of inventory received. This tab is only usable for items that have been identified as rotating on the Item

Master record.

Where Used

The Where Used tab is used to add the current inventory item as a Spare Part to an Asset. The New Row
button is used to add a row with fields for Asset, Quantity, and Remarks. Selecting an asset will associate
the asset with the item.

AcTivity 1.5
Add an Inventory Item to a Storeroom

Scenario
Now that you have created an item master record, you need to assign the item to your storeroom. You
will use the Item Master application and the Select Action menu to complete the process.

Setup
v' User is logged in to the Maximo Home Page, Start Center.

Steps

A. Navigate to the Item Master application.
1. Atthe top of the screen, click Go To.
2. Click Inventory > Item Master.

3. Inthe Item Master application, on the List tab, click the Reload icon. The list of items is
displayed.

4. Inthe Item filter field, enter the Item number noted in 3.4 (B2).

5. Press Enter. Your item record is displayed.

tem  Storercoms | Vendors | Specifications | Hem Assembly Structure
Advanced Search ¥ [ SaveQuery ¥ || Bookmarks

]

items 7 Fiter & = 1-10f1 4 Download =

llem Description Obiect Rolaling? Kit? Status
fr-1035) x| » 1=0BSOLETE
TR-1035 Training Item 007 o ACTIVE Y

Selact Records.

B. Select the record and use the Select Action menu to add the item to a storeroom.

1. Click the Item name link to open the Item tab with the details of the item displayed.
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2. At the top of the screen, click the dropdown for the Select Action menu.

v Select Action - B ¢

Change Status

]
et
icaf|

View Status History

Change Capitalized Status

Copy ltem Assembly Structure
Add ltems To Storeroom

Unit of Measure and Conversion »
View Contracts

Add/Modify Image
ltem/Organization Details
Add/Modify Commodity Codes =4
Attachment Library/Folders b =
Duplicate ltem

Add to Bookmarks

Run Reports

Cognos Reporting

Select Add Items to Storeroom. A dialog box is displayed.
In the Storeroom field, click the Detail Menu arrow.

Click Select Value.

o v w

In the list of Storeroomes, click the Location link for TR ROOM ##, where ## is your student
number.

Add ltems to Storeroom

Site: FOAM

Storeroom: TRROOM 01 = »* | Training Sforercom 01 — g

OK ‘ ‘ Cancel

7. Click the OK button. A second dialog box is displayed.
C. Complete the second dialog box for Add Items to Storeroom.
1. Inthe Issue Cost Type field, click the Magnifying Glass icon.
2. Click the link for FIFO.
3. Inthe Unit Cost field, 10.
4. In the Default Bin field, enter 1.
5

In the Current Balance field, enter 100.
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6. Observe the Issue Unit field has a value of BOX.
7. Observe the Order Unit field has a value of BOX.

Add Items to Storeroom

Storeroom Information J) Filter 1-1of 1

ltel

Issue Cost Type

P TR1035 FIFO

Unit Cost Default Bin

10.00 1

Current Balance Lot

100.00

4 Download =

Issue Unit Qrder Unit Site
BOX BOX FOAM 1/
[ ok | [ Cancel

8. Click the OK button. At the top of the screen, a message appears that the items have been

added to the storeroom.
D. Verify that the item is now in the storeroom.

1. Click the Storerooms tab.

2. Observe that a record has been created for the item in your storeroom.

List | Mem | Storerooms | Vendors = Specifications | ltem Assembly Structure
ltem: TR-1035 > x ftem Set: ADA
Storeroom Information [ Filier 1-10f1 % Downioad © =
Storeroom Stock Category Standard Cost Average Cost Last Receipt Cost Lifo/Fifo Unit Cost Current Balance Defauit Bin Status site
TRROOM 01 STK 10.00 10000 1 ACTIVE FOAM

3. When you are finished, click Start Center to return to the Home Page.
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4. Inventory Management

Learning Objectives

In this lesson, you will:

= Perform an issue, transfer, and return of inventory items
=  Set up automatic reorders and perform a manual reorder
=  Process the receipt of inventory items

=  Process a return of items to a vendor

=  Perform an inventory cycle count
Lesson Overview

Once an inventory has been created in Maximo, there are several important tasks involved in managing
that inventory. This lesson focuses on the tasks that inventory managers and users will have to complete
regularly, such as issuing, ordering, receiving, returning, and performing a cycle count on inventory.

4.1. Issue/Transfer/Return Inventory

Inventory items that are assigned to a storeroom are available to be used (consumed) by tasks,
locations, people, or accounting functions through the issuing process. Iltems can be transferred
between storerooms. Issued items can also be returned back to a storeroom. An inventory transaction
record is created for every issue, return, and transfer performed in Maximo in order to be able to track
the flow of items throughout an organization.

Issue Inventory Iltems

The Inventory application is used to issue an inventory item to a Charge record which includes:
=  Work Orders
= Assets

= Locations

=  Persons
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For an item to be issued, the item must have a balance and be available to be issued. The Select Action
menu is used to select the Issue Current Item option and the user must also choose an associated record
from which the item was originally issued.

Issue Current ltem
Storeroom =
Item: TR-1035 /7 |Training ltem 007 + Rotating?|
¥ Storeroom: TRROOM 01 »» Lot
Site: FOAM Expiration Date:
Bin: 1 Condition Code:
Details L
Quantity: 1.00 Requisition: 7
* Transaction Type: ISSUE Requisition Line:
Issue Unit: BOX Location: »”
Rotating Asset: ” * GL Debit Account:
Unit Cost: 10.00 * GL Credit Account: MAX-TRAIN1
Line Cost: 10.00 Entered By: STUDENT1
Work Order: ”» Actual Date: 4/20/15 3:59 AM ljf
WO Task: Issue To: 7
Asset ” Memo:
* To Site: FOAM
[ ok | [ cancel |

The following fields are available for data entry depending on the type of record being issued to in the
Issue Current Item dialog box:

=  Storeroom — Enter or select the storeroom location from which the item is issued, this field
is required

=  Bin - Enter the unique identification number for the primary bin or storage location for the
selected item within the storeroom

= Quantity — Enter the quantity of the item to issue from the storeroom
= Transaction Type — Select Issue (default)

=  Work Order — Enter or select the number which indicates the work order (WO) this item is
issued for

= WO Task — Only available if a work order is selected, select the work order task
= Asset — Enter or select the asset to which the item is issued
= Location — Enter or select the charge location for the issue

=  GL Debit Account — Enter or select the GL account to be debited as a result of the issue
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GL Credit Account — This field will default based on the storeroom

Issue To — Enter or select the person who receives the issued item and who is responsible
for it until it is returned

Memo — Enter any remarks or comments associated with this issue

To Site — Enter the Site ID of the site to which the current item is being issued

When data entry is complete, clicking the OK button will complete the transaction and reduce the

Current Balance field on the Inventory tab by the issued quantity amount.

Return Inventory Items

Issued items can be returned by following the same steps used to issue the item and entering the

information for the return in the fields. The Select Action menu is used to select the Issue Current Item

option.

The following fields are available for data entry depending on the type of record being returned from in

the Issue Current Item dialog box:

Storeroom — Enter or select the storeroom location to which the item is returned, this field
is required

Bin — Enter the unique identification number for the primary bin or storage location for the
selected item within the storeroom

Quantity — Enter the quantity of the item to return to the storeroom
Transaction Type — Select Return

Work Order — Enter or select the number which indicates the work order (WO) this item is
returned from

WO Task — Only available if a work order is selected, select the work order task

Asset — Enter or select the asset from which the item is returned

Location — Enter or select the charge location for the return

GL Debit Account — This field will default based on the storeroom

GL Credit Account — Enter or select the GL account to be credited as a result of the return
Issue To — Enter or select the person who is returning the item

Memo — Enter any remarks or comments associated with this return

To Site — Enter the Site ID of the site for which the current item is being returned

When data entry is complete, clicking the OK button will complete the transaction and increase the

Current Balance field on the Inventory tab by the returned quantity amount.
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It is possible to transfer inventory items from one storeroom to another storeroom using the Select

Action menu and choosing Transfer Current Item.
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Transfer Current ltem

* Conversion Factor:

10.00

10.00

Item: TR-1035 Training ltem 007 _r
Details
* Quantity: .00k From Lot: Unit Cost:
From Storeroom: TR ROOM 01 To Lot: Line Cost:
* To Site: FOAM From Condition Code: * GL Debit Account:
* To Storeroom: ”» To Condition Code: * GL Credit Account: MAX-TRAIN1
From Bin: 1 From Issue Unit: BOX Memo:
To Bin: To Issue Unit:

OK

Cancel

The following fields are available on the Transfer Current Item dialog box:

= Quantity — Enter the quantity of the item that is being transferred

= To Site — Enter or select the Site ID for the Site receiving the item

= To Storeroom — Enter or select the Storeroom ID for the Storeroom receiving the item

=  From Bin — Enter the bin number to transfer the item from

=  To Bin — Enter the bin number to transfer the item to

=  Conversion Factor — This field will auto populate with the ratio necessary to convert the

guantities of the received unit to the receiving storeroom’s issue unit

= Unit Cost — This field auto populates with the default issue cost of the item in the storeroom

=  GL Debit Account — Enter or select the GL Account to be debited on the transfer. This field
will auto populate based on the storerooms involved in the transfer

=  GL Credit Account — Enter or select the GL Account to be credited on the transfer. This field

will auto populate based on the storerooms involved in the transfer

= Memo — Enter any remarks or comments associated with this transfer
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View Inventory Transactions

Users can verify that items have been issued, returned, and transferred by navigating to the Inventory
application, selecting the record on the List tab, using the Select Action menu from the Inventory tab
and choosing View Inventory Transactions. This will display a dialog box with several tabs. Issues and
returns can be viewed on the Issues and Returns tab. Transfers can be viewed on the Receipts and
Transfers tab. Adjustment to item balances can be viewed on the Adjustments tab.

AcTiviTy 1.6
Perform an Issue, Return, and Transfer of Inventory Items

Scenario

With items now physically located in your storeroom, you are able to use the items to complete tasks or
assign them to people in your site. You will issue an item from inventory, return an item to inventory,
and transfer an item to another storeroom at your site.

Setup
v' User is logged in to the Maximo Home Page, Start Center.

Steps
A. Navigate to the Inventory application and locate the item to be issued.
1. Atthe top of the screen, click Go To.
2. Click Inventory > Inventory.
3. Click the Reload icon.
4. Inthe Item filter field, enter number noted in 3.4 (B2).
5. Press Enter.
B. Perform the Issue Current Item action to issue an item.
1. Click the Item name link to open the Inventory tab with the details of the record displayed.

2. At the top of the screen, click the dropdown for the Select Action menu.
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3. Select Issue Current Item. A dialog box is displayed.

Issue Current Item
Storeroom =
ltem: TR-1035 27 Training ltem 007 + Rotating?|
* Storeroom: TRROOM 01~ 2> Lot
Site: FOAM Expiration Date:
Bin: 1 Condition Code
Details =
Quantity: 1.00 Requisition ”
* Transaction Type: ISSUE Requisition Line:
Issue Unit: BOX Location ”
Rotating Asset: » * GL Debit Account:
Unit Cost 10.00 * GL Credit Account: MAX-TRAIN1
Line Cost. 10.00 Entered By: STUDENT1
‘Work Order: ”» Actual Date: 4/20/15 401 AM G‘?‘
WO Task: Issue To: »
Asset ” Memo
# To Site: FOAM

In the Quantity field, enter 4.

4
5. Inthe GL Debit Account field, enter MAX-TRAIN2.
6. Inthe Issue To field, select STUDENT30.
7. Inthe Memo field, enter Issued items for testing purposes.
8. Click the OK button.
C. Verify the Inventory transaction history.
1. Atthe top of the screen, click the dropdown for the Select Action menu.
2. Select View Inventory Transactions.
3. Inthe View Inventory Transactions dialog box, click the Issues & Returns tab.

4. Observe the most recent Issue record is the one you just created.

View Inventory Transactions

Receipts & Transfers | Issues & Retums | Adjustments
Issues and Returns [ Filler 1-10f1 c4 Downioad : =
Transaction Type Actual Date - Transaction Date Quantity Unit Cost Actual Cost Line Cost Work Order Location Asset Entered By Issued To
l) ISSUE 412015 401 AM 4120115 403 AM -4.00 1000 10.00 40.00 STUDENT1 STUDENT30

5. Click the OK button.
D. Perform the Issue Current Item action to return an item.

1. Atthe top of the screen, click the dropdown for the Select Action menu.
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E.

55

Select Issue Current Item. A dialog box is displayed.

In the Quantity field, enter 4.

In the Transaction Type field, click the Magnifying Glass icon.
Select Return.

In the GL Debit Account field, enter MAX-TRAIN2.

In the Issue To field, select STUDENT30.

® N o v A~ W N

In the Memo field, enter Returned items from testing.

Issue Current ltem
Storeroom
ltem: TR-1035 ##  Training Item 007 + Rotating?|
#* Storeroom: TRROOM 01~ 2> Lot:
Site: FOAM Expiration Date:
Bin: 1 Condition Code:
Details
Quantity: 4.00 Requisition: ”
* Transaction Type: RETURN Requisition Line:
Issue Unit: BOX Location: ”
Rotating Asset: ”» * GL Debit Account: MAX-TRAIN2
Unit Cost: 10.00 * GL Credit Account: MAX-TRAIN1
Line Cost: 40.00 Entered By: STUDENT1
Work Order: ”? Actual Date: 4/20/15 4:03 AM G’E‘
WO Task: Issue To: STUDENT30 2
Asset: ”» Memo: Returned items from testing
* To Site: FOAM
ok | |

Cancel

9. Click the OK button.

Verify the Inventory transaction history.
1. Atthe top of the screen, click the dropdown for the Select Action menu.
2. Select View Inventory Transactions.

3. Inthe View Inventory Transactions dialog box, click the Issues & Returns tab.
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4. Observe the most recent Return record is the one you just created.

Receipts & Transfers ‘ Issues & Retumns

View Inventory Transactions

Issues and Returns L) Filter

Transaction Type Actual Date .
[ RETURN 420115 4:03 AM
V ISSUE 4/20/15 401 AM

Adjustments

¢ 1-20f2

Transaction Date
4120115 4:05 AM

4/20/15 4:03 AM

4 Download - =

Actual Cost Line Cost Work Order  Location Asset Entered By Issued To
10.00 -40.00 STUDENT1 | STUDENT30
10.00 40.00 STUDENT1 STUDENT30

5. Click the OK button.

F. Perform the Transfer Current Item action to transfer an item.

1.

2
3
4.
5
6

At the top of the screen, click the dropdown for the Select Action menu.

Select Transfer Current Item. A dialog box is displayed.

In the Quantity field, enter 20.

In the To Storeroom field, enter FOAMHQ.

Observe that the other required fields have been auto populated.

In the Memo field, enter Transferred to testing storeroom.

Transfer Current ltem

* To Site: FOAM

Item: TR-1035 Training ltem 007
Details
# Quantity: 20.00 From Lot
From Storeroom: TR ROOM 01 To Lot

From Condition Code:

Unit Cost 10.00

Line Cost: 200.00

* GL Debit Account: ADA-GSDFM2!

# To Storeroom: FOAMHQ ’” To Condition Code: * GL Credit Account: MAX-TRAIN1
From Bin- 1 From Issue Unit BOX Memo: Transferred to testing storeroom
To Bin: To Issue Unit:
# Conversion Factor: 1.00
OK | [ Cancel
7. Click the OK button.

G. Verify the Transfer transaction completed.

1. Atthe top of the screen, click the dropdown for the Select Action menu.

2. Select View Inventory Transactions.
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3. Observe the most recent Transfer record is the one you just created.

View Inventory Transactions

Receipts & Transfers | Issues & Relums | Adjusiments
Receipts and Transfers [ Filter 1-10f1 4 Downioad
Transaction Type Actual Date Transaction Date Quantity UnitCost  Actual Cost Line Cost  Loaded Cos! Ivoice From Site From Location  To Location
[P TRANSFER 4/20/15 4:07 AM 4/20/15 4:07 AM 20.00000 10.00 10.00 200.00 200.00 FOAM TRROOMO1 FOAMHQ

4. Click the OK button.

5. When you are finished, click Start Center to return to the Home Page.

4.2. Order/Reorder Inventory

Inventory items will need to be replenished as they are used and the stock is depleted. Thresholds can

be set in Maximo to make the process of tracking orders and reorders easier.

Automatic Reorder

Most of the time, inventory will be reordered through the automatic reorder process. When the balance

of an item for an inventory record falls below the Reorder Point threshold, the automatic reorder

process begins based on the fixed task schedule defined for the storeroom and determines the optimal

amount of items to reorder based on the other information in the system.
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When the Reorder Details tab is configured for an inventory record in the Inventory application, the
Reorder Point, Safety Stock, and Economic Order Quantity fields are used to generate a reorder. The
process also takes into account reservations and existing receipts.

List Inventory ‘ Reorder Details ‘ Rotating Assets Where Used

ltem: TR-1035 /7 Training ltem 007

Storeroom: TRROOM 01 | »> | Training Storeroom 01

Reorder Details = Primary Vendor
Remderf _‘ Primary Vendor:
* Reorder Point 0.00 Manufacturer:
# Lead Time (Days): 0 Manufacturer's Part Number:
Safety Stock: Model:
Catalog #: Catalog #:
* Economic Order Quantity: 1.00
Order Unit: BOX
Minimum Issue Quantity:
Maximum Issue Quantity:
Vendors = p Filter 1-1of1
Vendor Manufacturer Model Catalog #
P vENDOR1 b »

»

»>

Order Unit Last Price Last Order Date

Site: FOAM

+ Internal?
1 Storeroom

Storeroom Site

4 Download L]

BOX

ADA

This process generates the Purchase Order (PO) that can be viewed in the Purchasing > Purchase Orders
application. It is also possible to ignore the reorder point and force a reorder of an item manually.

Manual Reorder

A manual reorder can be performed at any time, regardless of Current Balance and Reorder Point field
information. A manual reorder is performed from the Inventory application by locating the inventory
record to be ordered and using the Select Action menu to choose Reorder > Reorder Items.

Reorder Items

Reorder Range

Storeroom: TRROOM 01 27 | eIl eI (elg=iie ]y K0R)
Site: FOAM

Addifional Lead Time (Days). 0

Reorder Options

Ignore Reorder Point?
Consider Confracts When Creating PRs/POs?

Include Soft Reservations?
Reorder Runtime Option

Run in Background Mode? E-mail Address Notification: student1@az gov

Reorder Direct Issue ltems and Services?

All ltems in Storeroom?

[ Preview

Run Reorder Cancel
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In the Reorder Items dialog box that appears the following fields are available:

= Additional Lead Time (Days) — Enter an allowance for extra lead time in days

= |gnore Reorder Point? — Check this box to indicate that the reorder point can be
disregarded when generating order quantities

= Consider Contracts When Creating PRs/POs? — Check this box to enable the reorder process
to consider agreement purchase orders when creating PRs/POs

® Include Soft Reservations? — Check this box to include soft reservations when selecting
items for reorder

= Reorder Direct Issue Items and Services? — Check this box to indicate that direct issue items
can be reordered for all work orders

= All Items in Storeroom? — Check this box to reorder all of the inventory items in the selected
storeroom

=  Run in Background Mode? — Check this box to run the reorder process in the background

= E-mail Address Notification — Enter the email address of the person who receives the
reorder notification

After the fields are complete, the user can click the Preview button or the Run Reorder button. The
Cancel button is used to discard the reorder. It is recommended to use the Preview button to view the
calculated reorder quantities for each item being reordered. If more or less than the calculated Reorder
Quantity is actually needed, the field can be changed in the Preview displayed before the reorder is
processed. After the Preview is updated (if necessary) the Reorder Report button can be used to view or
print a PDF with the information. When the Run Reorder button is clicked, the manual reorder process is
completed.

Users can verify that the Purchase Order (PO) was generated by the manual reorder process by
navigating to the Purchasing > Purchase Orders application and sorting the list in descending order. The
recently generated PO will be at or near the top of the list.

Note: For training purposes, POs are generated with approved status.

~ Find "L ¥ Select Action ~| valdlReg

List PO PO Lines Ship To/Bill To Terms and Conditions Specifications

() Advanced Search *w  [] SaveQuery ¥ || Bookmarks

POs = 7 Fiter > () 2 & 1-200f21 &
PO Revision [JeSciiption - PAZ PO Status Follow-up Date Company Total Cost Sif
» =H
1026 0 Generated by reorder 12/16/14 2:01 PM. APPR VENDOR1 0.00 FC|
1025 0 Generated by reorder 12/16/14 1:08 PM PAZ APPROVED VENDOR1 0.00 F(
1024 0 Generated by reorder 12/16/14 1:07 PM APPR VENDOR1 0.00 F(]
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ProcureAZ Integration

When a PO is generated through the reorder process (manual or automatic) and approved in Maximo,
PO summary report will be distributed to ProcureAZ user. A ProcureAZ user will create the Requisitions
and Purchase Orders in ProcureAZ. When an approved PO has been processed in ProcureAZ; the
integration will pass the approved PO back to Maximo.

Refer to Appendix B to view flow charts.

Once the Purchase Order has been received in Maximo, users can view the item PO information on the
inventory item record using the View Inventory Transactions action in the Select Action menu.

AcTivity 1.7
Set Up Automatic Reordering and Create a Manual Order

Scenario

You want to maintain a month’s worth of supplies of an item in your storeroom using an automatic
reorder threshold to maintain a minimum balance. When extra items are needed, you will have to
create a manual order for the item.

Setup
v' User is logged in to the Maximo Home Page, Start Center.

Steps

A. Navigate to the Inventory application.
1. Atthe top of the screen, click Go To.
2. Click Inventory > Inventory.

3. Click the Reload icon.

101010-Dript tems * | Find 4, ™ Select Action hd 7:. e JB L 4]

List Inventory Reorder Details Rotating Assets Where Used

Advanced Search ¥ | Save Query ¥ N Bookmarks

Inventory 7 Filter ) = & 1.17 0f 17
ltem Description Storeroom Object Last Issue Date Quantity /
AD-1269 DRIP EMITTER IFLAG 1 GPH FOAMHQ 7374
AD-1270 DRIP EMITTER /FLAG 2 GPH FOAMHQ 7374
AD-1271 DRIP EMITTER /FLAG 4 GPH FOAMHQ 7374
AD-1418 DRIP TUBE COUPLING 112" FOAMHQ 7374

B. Locate the inventory record in the List tab.
1. Inthe Item filter field, enter Item number noted in 3.4 (B2).

2. Press Enter.
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3. Click the Item name link from your storeroom created in Activity 3.3, Step B to open the

Inventory tab with the details of the record displayed.

4. Click the Reorder Details tab.

List Inventory Reorder Details

tem TR-1035 >

Storeroom. TRROOM 01 2>

Reorder Details

Reorder? |
* Reorder Point
# Lead Time (Days)
Safety Stock
Catalog #
* Economic Order Quantity
QOrder Unit: BOX

Minimum Issue Quantity

Maximum Issue Quantity

Rotating Assets Where Used

Training tem 007

Training Storeroom 01

Primary Vendor

Primary Vendor

0.00 Manufacturer
0 Manufacturer's Part Number
Model
Catalog #

100

Site” FOAM

Internal?
Stareroom

Storeroom Site

C. Update the information on the Reorder Details tab.

1. Verify that the Reorder checkbox is checked.

2. Inthe Reorder Point field, enter 150.

In the Economic Order Quantity field, enter 50.

3
4. Inthe Primary Vendor field, use the pick arrows and Select Value to select VENDOR1.
5

Click the Save

icon.

Reorder Details

Reorder?

* Reorder Point:

Safety Stock:

Catalog #:

* Economic Order Quantity:
Order Unit:

Minimum Issue Quantity:

Maximum Issue Quantity:

# Lead Time (Days): 0

L Primary Vendor

150.00

50.00

BOX

Primary Vendor. VENDOR1

Manufacturer

Manufacturer's Part Number

Model:

Catalog #:

77> VENDOR1

»”

D. Create a manual order.
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1. Click the dropdown for the Select Action menu.

2. Select Reorde

r > Reorder Items.
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3. Check the Ignore Reorder Point checkbox.

4. Un-check Run in Background Mode checkbox.
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Reorder Items

Reorder Range

Storeroom: TRROOM 01 | #* Training Storeroom 01
Site: FOAM

Additional Lead Time (Days): 0

Reorder Options

Ignore Reorder Point?
Consider Contracts When Creating PRs/POs?

Include Soft Reservations?

Reorder Runtime Option

Run in Background Mode? E-mail Address Notification: student1@az gov

Reorder Direct Issue ltems and Services?

All ltems in Storeroom?

‘ Preview | |

Run Reorder \ |

Cancel

Preview the manual order and update the quantity.

1. Click the Preview button.

2. Inthe Reorder Item Detail dialog box, in the Reorder Quantity field, change the number to

20.

Click the Reorder Report button. A new tab opens with the Report Viewer displayed.

3
4. Review the information on the report.
5. Close the Internet Explorer tab.

6

In the Reorder Items Detail tab, click the Run Reorder button.

Reorder ltems Detail

7 Filter ' 1-10f1 g Uovnioad : me
Item Description Condition Code Current Balance Order Unit Reorder Quantity Unit Cost
7
[ TR-1035 5> Training ltem 007 80.00 BOX 20 0.00 {7
Run Reorder | | Reorder Report | | Cancel
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F.

63

7. Purchase order is generated, note PO #

8. Click OK.

Reorder Results

Total of ltems Reordered: 1

PRs Generated From: 1024

PRs Generated To: 1024

POs Generated From: 1028

POs Generated To: 1028

Verify the Purchase

Order was generated in the Purchase Orders application.

1. Atthe top of the screen, click Go To.

Click Purchasing > Purchase Orders.

Click the Reload icon.

2
3
4. Inthe PO filter field, enter the PO number you wrote down in the last step (E7).
5

Click on the PO # link and review your manual reorder.

Details

Type

Buyer Company
Buyer

Priority

Receipts

Contract Reference
Contract Type

Contract Revision

Release #

List 0 PO Lines Ship To/ Bill To Terms and Conditions. Specifications
PO 11028 Generated by reorder 4/20/15 4.24 AM + Site: FOAM
Revision 0 PAZ PO
Comment. | Bypass Contract Revision on PO Approval?

- Dates - Costs.

STD Status Date: 4/20/15 424 AM
Ordered Date: 4/20/15 424 AM

Required Date:

0 Follow-up Date

NONE Vendor Date:

Status: APPR

Pretax Total

Total Tax

Total Cost
Currency. USD

Total Base Cost

000

Note for training purposes PO is generated in Approved status.

6. When you are finished, click Start Center to return to the Home Page.
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4.3. Receiving Inventory Iltems

When items are received to a storeroom, the Purchasing > Receiving application is used to record the

receipt.
Figure 1: Receiving Inventory (IM-TB-004A)
- 7
I ™~ Step 10 —— { Step 15 [ e ~\
( start }—»—p| Select PO/ PO lines > Crea[:';eceim —»!  Close PO Line for »! End )
N A ta receive \ Receiving \ \\, A
: \
- : —
= -
] :
5]
o
[
(=]
~ i | -
g { step1z | \ Step 13 Invoice
g | Remrnpke(eilll i« Start | Processing and 3-
S| \ AN A Way Match
3 \ \ :
E | S — |
(=9
© A,
& Step 14
c AP-TB-016 Create Payment
g Request
© —.
<< — - =

Receiving Application

In the Purchasing > Receiving application, the List tab displays the Purchase Orders (POs) that have been
issued and their current status. The PO column identifies the Maximo PO number and the PAZ PO
column identifies the ProcureAZ PO number. Automatically generated POs will have a Description that
says when it was generated. Manually generated POs will have the user-entered Description.

List ‘ Material Receipts Service Receipts

), Advanced Search < ¥ \iw Save Query - ¥ | Bookmarks

POs 7 Filter ‘:!‘ & E;‘] 1-10f1 4 Download
PO PAZ PO Description PO Status Receipts Company Site History?
ME x % =FOAM N
1028 Generated by reorder 4/20/15 4:24 AM. APPR NONE 'VENDOR1 FOAM

Select Records

The PO Status column will display where in the ProcureAZ integration process the PO currently sits,
based on what approval stage it is in. The Receipts column will display the status of receipts processing,
either None, Partial, or Complete. A record with a Receipts value of None can be updated to Partial or
Complete by selecting the record (clicking the PO number link) and updating the Material Receipts tab
or Service Receipts tab for each line on the PO with the quantity received.
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Material Receipts

The Material Receipts tab will display the details of the PO but not the items that were ordered. Users
process items received by clicking the Select Ordered Items button.

List ‘ Material Receipts ‘ Senvice Receipts

PO 1028 27 | Generated by reorder 4/20/15 424 AM + Site: FOAM PO Status: APPR
PAZPO:| Pretax Total: 0.00 Receipts: NONE
Company: VENDOR1 VENDOR1 + Received Cost: 0.00 Ordered Date: 4/20/15 4:24 AM
Attention 1 Aftachments [
Material Receipts = ) Filter 0-00f0 L
POLine = ltem Description Quantity Order Unit Type Insp. Status Actual Date

[ Select liems for Refum ] Select Rotating Assets for Retum ] [ Select Ordered ltems | [ NewRow

Select Receipts to Void

In the Select Ordered Items dialog box, users can enter information into the following fields:

= Packing Slip — Enter the packing slip number for the receipt

= Quantity Due — Enter the quantity of the item that was received in the shipment. Defaults to
the amount currently outstanding to be received

= Remarks — Enter any comments about the receipt

Select Ordered ltems

Storeroom:

Ordered Items 1-10f1 4 Download = =
PO Line ltem Description Packing Slip To Storeroom  Quantity Due Quantity Ordered Invoice Remarks
1 TR-1035 Training ltem 007 TR ROOM 01 20.00 20.00
< >

[ ok | [ cance |

Check the box on the left for the items when finished, then click OK to add the information to a row on
the Material Receipts tab. If the information was entered incorrectly, the row can be deleted by clicking
the Trash Can icon on the right side of the row. When all rows have been successfully entered, clicking
the Save icon at the top of the screen will save the receipt and update the storeroom balance and
inventory record in the Inventory application.
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Inspection Status

If the PO line item requires an inspection, the user manually performs an inspection. Upon completion,
the user selects Change Inspection Status from the Select Action menu and enters the Quantity
Accepted, Reject Quantity, and optionally a Reject Code and clicks OK. Finally, the record is saved using
the Save icon.

When inspected items are rejected, they are returned to the vendor by selecting the Select item to
Return button.

AcTiviTy 1.8
Process the Receipt of Inventory Items

Scenario
An order has been received and you need to unpack the order and process the receipt of items in the
Receiving application. All of the items were received in good condition and will be marked as received.

Setup
v' User is logged in to the Maximo Home Page, Start Center.

Steps
A. Navigate to the Receiving application.
1. Atthe top of the screen, click Go To.
2. Click Purchasing > Receiving.
3. Click the Reload icon.
B. Locate the Purchase Order in the List tab.
1. Inthe PO filter field, enter the PO # from Activity 4.2.

| S — ~ |

~  Find 4 ¥ SelectAction - b-E la é,

List | Malenial Receipls | Servica Receipis

|, Advanced Search - ¥ [ Save Query ¥ || Bookmarks

pos: writer > O B 1-10f1 c4 Download
PO PAZPO Description PO Status Receipls Company Site Hislory?
1028 ¥ =FOAM N
1028 Generated by reorder 4120115 4:24 AM. APPR NONE VENDOR1 FOAM

Select Records

2. Click the PO link to view the Material Receipts tab for the selected record.
C. Process the Receipt of the ordered items.
1. Click the Select Ordered Items button.

2. Click check box next to the item.
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3. Click the value in the Quantity Due field. Change it to amount lower than available (partial

receipt).
Select Ordered ltems
Storeroom
Ordered ltems 1-10f1 4 Downoad = =
/] PO Line Item Description Packing Slip To Storeroom  Quantity Due Quantity Ordered Invoice Remarks
i 1 TR-1035 Training ltem 007 TR ROOM 01 20.00 20.00
< >

In the Packing Slip field, enter Training PS.
Press Enter.
Observe that a row was added to the Material Receipts list for the PO.

Click the Save icon.

© N o u A

When you are finished, click Start Center to return to the Home Page.

4.4. Return Inventory to Vendor

Inventory items that need to be returned to the vendor are processed through the Purchasing module,
Receiving application in Maximo.

Return Items to Vendor

The process of returning items to a vendor is completed through the Receiving application. Only items
that have been processed and received on a PO line can be returned. For example, if 20 items were
requested, ordered and received, the user would first complete the receipt of all 20 items and save the
record. Then, the user would click the Select Items for Return button and specify the quantity of items
to be returned to the vendor out of the amount received.

AcTivity 1.9
Return Inventory Items to a Vendor

Scenario

Some of the items received in the last shipment are defective and need to be returned to the vendor.
During the receiving process you will make the necessary changes to the Purchase Order receipt in the
Receiving application.

Setup
v' User is logged in to the Maximo Home Page, Start Center.
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Steps
A. Navigate to the Receiving application.
1. Atthe top of the screen, click Go To.
2. Click Purchasing > Receiving.
3. Click the Reload icon.
B. Locate the Purchase Order for the last shipment.

1. Inthe PO filter field, enter the PO # from Activity 4.2.

List | Malerial Receipts | Service Receipts

Advanced Search ¥ [} SaveQuery ¥ || Bookmarks

POs = 7 Filler & & 1-10f1 4 Download
1028 > =FOAM N
1028 Generated by reorder 4/20/15 4:24 AM. APPR NONE VENDOR1 FOAM

Selact Records.

2. Click the PO link to view the Material Receipts tab for the selected record.
C. Specify the quantity of items to be returned to the vendor.

1. Click the Select Items for Return button.

2. Select the checkbox in front of the item to be returned.

3. Inthe Quantity to Return field, enter 2.

4. Click the OK button.

Select ltems for Return

r4 Download =

ltems 1-10f1
/| Item Description Quantity fo Return Transaction Date Entered By
| TR-1035 Training ltem 007 2 4120015 4:50 AM STUDENT1

[ ok | [ cancel |

5. Observe that a row was added to the Material Receipts list for the PO with a Type of Return.

6. Click the Save icon.

w Select Action v LIJ & ‘:3 \;) U “él

7. When you are finished, click Start Center to return to the Home Page.

4.5. Inventory Cycle Count Procedure

An Inventory cycle count is a process that checks the physical quantity of items currently held in
inventory storerooms against the system quantity for the items. Routine scheduling and performance of
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inventory cycle counts helps ensure that defined procedures are being followed and that the issue and
return of inventory items are being accurately tracked in Maximo.

Inventory Cycle Count Report

The Inventory Cycle Count report can be run manually or it can be scheduled to be emailed at a set
frequency (i.e. weekly, monthly, quarterly, etc.).

The Inventory Cycle Count report is available through the Run Reports action in the Select Action menu
when in the Inventory application. There are dozens of On Demand Reports available in the Inventory
application. The quickest way to locate a specific report is to type part of the description into the
Description field and press Enter. For example, typing “cycle” into the Description filter field will display
the Inventory Cycle Count report at the top of the list.

Reports

\) Select a report from the list, or click Create Report to create an ad hoc report.

On Demand Reporis Scheduling Status

ReportstoRun = Fiter > (1 = & 4 1-40f4 r$ Download : =

Description “

cycle

Inventory Cycle Count
Inventory Cycle Count + MFG
Inventory Cycle Count 10 per page

Inventory Cycle Count with Barcode

| Create Report | ‘ Cancel |

Clicking the name of the report will open the Request Page dialog box with the available option fields for
the report. The fields on this page are:

=  Storeroom — Enter or select the storeroom for the report to pull from

= Site — This field will default based on the storeroom selected

= |Immediate — Select this radio button to run the report immediately

= At this Time — Select this radio button and enter a scheduled time for the report to run

= Recurring — Select this radio button and specify the recurrence pattern for the report to run

= To - The Email fields are only used if scheduling the report to be run in the future, enter the
email address for the report to be emailed to

= Subject — The Email fields are only used if scheduling the report to be run in the future,
enter the subject of the report email

=  Comments — The Email fields are only used if scheduling the report to be run in the future,
enter any comments for the report email
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= File Type — For an Email report, select the type of file to send, either a PDF (Adobe Reader)
or XLS (Microsoft Excel)

= Report Delivery Format — For an Email report, select the type of delivery for the report,
either as a file attachment to the email, or a URL to the file on the internet

Once the report has been run and opened, the report can be printed, saved, or exported to other
formats for distribution and for the actual count to take place.

Request Page
Help Text (]
Parameters =
* Storeroom: =FOAMHQ
* Site: | SR X
Schedule =
(@) Immediate
() Atthis Time iz
() Recurring
Email =
To:
Subject:
Comments:
File Type: Report Delivery Format:
(@) PDF (@) Email with a file attachment
() XLs () Email with a file URL
Submit | | Cancel
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Inventory Count

The person performing the inventory count will rely on the provided cycle count report for the
assignment. The report will define what items to count by storeroom locations, bins, etc. The cycle
count may be done using paper-based tools for tracking. The report can be printed and the quantities
entered on the paper for later manual entry into the Inventory application.

Page [1 of 14 @ @ q} L:)" J = ‘[_@ 7S

m software

Inventory Cycle Count

Storeroom: FOAMHQ
Site: FOAM

Ttem MFG Part # description issueunit condition code bin Last Count Date New Count Quantity

TR-1004. Training Item 00 BOX.

AD-1000 BLADES F/STIHL EDGER #40-139 EACH SL1
AD-1001 SPARK ARRESTOR STHIL #42291406905/ H.T. EACH sL1
AD-1002 HEAD AUTOCUT 25-2 STHIL EACH SL1
AD-1003 SPARK PLUG BOSCH #USR7AC  STIHL TRIMMERS EACH sL1
AD-1004 AIR FILTER F/STHIL #41801201800 EACH SL1
AD-1005 AIR FILTER F/ STIHL #42371201800 EACH SL1
AD-1006 AIR FILTER F/ STIHL #41141240806 EACH SL1
AD-1052 JD AIR FILTER PRI #2123 NAPA EACH B st
AD-1053 D HYDRAULIC FILTER #1586 NAPA EACH SL1 12/10/14

Reconcile Cycle Count Results

When the manual cycle count is complete, the results must be entered into the system in order to
reconcile the system expected balances with the actual physical inventory balance. This process is
performed using the Inventory Adjustments > Physical Counts action in the Select Action menu of the
Inventory application.

Only authorized inventory managers will have access to the inventory adjustment function in the
Inventory application.

After navigating to the Inventory application and filtering the list based on the storeroom, the
authorized user selects Inventory Adjustments > Physical Counts to begin the bulk adjustment. A
warning message appears to inform users that they are about to perform a bulk adjustment.

System Message

@ BMXAA2185W - This action affects all 17 records in this result set
If you would like to select one or more records to apply this action to,
click Cancel, then:

- select the desired records using check boxes on the List page
- select the action you would like to perform on them.

If you want to proceed with the action on the entire result set, click OK.

Cancel
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In the Physical Count Adjustment dialog box, each record is displayed along with the Physical Count from
the current system inventory. The Physical Count Date field should be completed with the date that the
cycle count was performed at the storeroom. A New Count field is available for users to enter the actual
count from the cycle count. The Memo field is available to document any additional comments about
the discrepancy between the two counts. When the data has been entered, clicking the OK button at the
bottom will complete the adjustment process.

Physical Count Adjustment
Physical Count Date: m‘

Inventory Balances - [ Filter & 1-150f17 & cé Downioad : =
ftem Storeroom Bin Site Condition Code Lot Physical Count New Count Memo Count Date
AD-1269 FOAMHQ SL4 FOAM 0.00 4/20/15 4:59 AM [:? :
AD-1270 FOAMHQ SL4 FOAM 100.00 4/20/15 4:59 AM C? 1 W
AD-1271 FOAMHQ SL4 FOAM 176.00 4/20/15 4:59 AM Cf?, 1 W
AD-1272 FOAMHQ SL4 FOAM 3.00 412015 4:59 AM G’E' “ [,
AD-1413 FOAMHQ SL4 FOAM 4.00 4/20/15 4:59 AM C?, “ 7
AD-1414 FOAMHQ SL4 FOAM 35.00 4/20/15 4:59 AM m, :
AD-1415 FOAMHQ SL4 FOAM 35.00 4/20/15 4:59 AM \:? :
AD-1416 FOAMHQ SL4 FOAM 16.00 4/20M15 4:59 AM C’? 1 W
AD-1417 FOAMHQ SL4 FOAM 13.00 4/20/15 4:59 AM Cf?, 1 W
AD-1418 FOAMHQ SL4 FOAM 96.00 412015 4:59 AM G’E' “ [,
AD-1419 FOAMHQ SL4 FOAM 100.00 4/20/15 4:59 AM C?, “ 7
AD-1420 FOAMHQ SL4 FOAM 16.00 420015 4:59 AM \:? :
AD-1421 FOAMHQ SL4 FOAM 45.00 4/20/15 4:59 AM \:? :
AD-1423 FOAMHQ SL4 FOAM 11.00 4/20M15 4:59 AM C’? 1 W
AD-1424 FOAMHQ SL4 FOAM 50.00 4/20/15 4:59 AM Cf?, 1

Activity 1.10

Perform an Inventory Cycle Count

Scenario

You need to perform your regularly scheduled inventory cycle count by running the Inventory Cycle
Count report and entering the results of the count into Maximo to update the Current Balance
information.

Setup
v' User is logged in to the Maximo Home Page, Start Center.

Steps

A. Navigate to the Inventory application.
1. Atthe top of the screen, click Go To.

2. Click Inventory > Inventory.
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3. Click the Reload icon.
B. Run the Inventory Cycle Count report for your storeroom.
1. Click the dropdown for the Select Action menu.

2. Click Run Reports.

3. Inthe Reports dialog box, in the Description filter field, enter Cycle.

4. Press Enter.

Reports

0 Select a report from the list, or click Create Report to create an ad hoc report.

On Demand Reports Scheduling Status

ReportstoRun = "7 Filler > (L = & & 1-40f4 4 Download © =

Description =

cycle

Inventory Cycle Count
Inventory Cycle Count + MFG
Inventory Cycle Count 10 per page

Inventory Cycle Count with Barcode

| Create Report | ‘ Cancel

5. Click the Inventory Cycle Count report link.
6. Inthe Storeroom field, enter FOAMHQ.
7. In the Site field, enter FOAM.
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8. Click the Submit button.
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Request Page

Help Text
Parameters
* Storeroom: =FOAMHQ
* Site: X
Schedule

(@) Immediate

At this Time C}
() Recurring
Email
To:
Subject:
Comments:
File Type: Report Delivery Format:
@ PDF (@) Email with a file attachment
(O XLS () Email with a file URL

Submit

Cancel

9. Referto the provided Inventory Cycle Count report for the results of the inventory count

assignment.

C. Perform a Physical Count adjustment using the provided Inventory Cycle Count Report information.

1. Click the dropdown for the Select Action menu.

2. Click Inventory Adjustments > Physical Count.

System Message

\'?> BMXAA2185W - This action affects all 17 records in this result set.

If you would like o select one or more records to apply this action fo,
click Cancel, then:

- select the desired records using check boxes on the List page

- select the action you would like to perform on them.

If you want to proceed with the action on the entire resulf set, click OK.

i 0K Cancel

Press Enter.

N o v s~ w

In the warning dialog box that appears, click OK.

In the Physical Count Adjustment dialog box, click the Filter arrow to expand the filter row.

In the Item filter field, enter the first item code from the provided cycle count results.

In the New Count field, enter the quantity from the ‘actual’ count results.
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8. Click OK.

Physical Count Adjustment

Physical Count Date

Inventory Balances [ Filler & 1-150017 &
ftlem Storerom  Bin Site Condition Code Lot
AD-1269 FOAMHQ sL4 FOAM

Physical Count

0.00

New Count Memo

Apply

Count Date

420115 459 AM

4 Download

9. Inthe System Message pop up window, observe the message that the Physical count has

been adjusted. Click Close.

System Message

@ BMXAA1765E - Physical count has been adjusted.

adjusted for these records.

BMXAA1805! - One or more balances records contained the same
value as the existing physical count. The physical count will not be

10. When you are finished, click Start Center to return to the Home Page.
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5. Self Service Requisitions

Learning Objectives

In this lesson, you will:

= Create a Self-Service Requisition

= |[ssue an Inventory ltem to a Self-Service Requisition
Lesson Overview

The Self Service module in Maximo allows users to register themselves in the system in order to gain
access to the applications in the Self Service module: Desktop Requisitions and Service Requests.
Registered users can then create and view records without the assistance of an administrator or service
desk agent. This lesson will cover the Self Service module Desktop Requisitions application which is used
to create and view the status of purchase requisitions.

5.1. Create a Self-Service Requisition

Within the Self Service Desktop Requisitions module, the Create Requisition application is used to create
a desktop requisition to search for and order items from either an internal source, such as a company
storeroom, or an external vendor.
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Create Requisition

The Create Requisition application will display a new requisition that can be completed by the Self

Service user. Requisitions created through this application will have an automatically generated

requisition number. Users can enter a description of the requisition, enter a date that the items are

needed, and change the priority of the requisition. Users should enter the GL account information.

Create Requisition

#* Requisition: x

Template:

Q/ View Requisition D View Templates £/ View Drafts

Requested By: STUDENT1

Requested For: STUDENT1

»
»

Required Date: * Priority: 1
s Siep 1 - Step2 -5 Review and Submit
Continue | | Save As Draft | [ Cancel
Shipping Information Charge Information =
Ship to: ADA0O Q GL Debit Account 2
Address: 1801 W. Madison Work Order » =4
City: Phoenix Location: » =4
State/Province: AZ Asset » \j
ZIPIPostal Code: 85007 CardType =
Drop Point: Card #
Card Verification Value:
Expiration Date:
Continue | | Save As Draft | [ cancel
Add Items

When the general information has been completed for the requisition, click Continue to begin adding
line items to the requisition. To specify a new line item, click New Row and select an item from picklist.

Multiple line items can be added to the same requisition by inserting more rows. Once the necessary
items have been added to the requisition, click Continue and then Submit to submit the requisition with

the Waiting for Approval status.
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View Requisitions

Created requisitions can be viewed in the View Requisition and View Drafts applications. The View
Requisition application is used to search for, view, and change the status of a user’s existing desktop
requisitions. Users can only view requisitions that they created or are assigned to them. Supervisors can
view requisitions created by or assigned to any of their employees. Draft requisitions are requisitions
that are either incomplete or have not been submitted.

1;" Create Requisition D View Templates £ View Drafts

Requisition: Date From: [?8.
Requested By » Date To: )
Requested For » Vendor: »

Status: Q Item: »

\:—L Advanced Search ¥ L;J Save Query ¥
Requisitions [} Filter ;—Qﬁ 0-00f0 -
Requisition Description Entered Date Status Requested By Requested For Total Cost Currency

No rows to display.

AcTivity 1.11
Create a Self-Service Requisition

Scenario
You need to create a request for the item you need out of the storeroom.

Setup
v User is logged in using student data card for Self-service to the Maximo Home Page, Start

Center.
Steps
A. Create a new Requisition.
1. At the top of the screen, click Go To.
2. Click Self-Service > Desktop Requisition > Create Requisition.

3. Note the Requisition #
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* Requisition: 1033

Template:
Required Date: )
Slep 2 - Review and Submi

Shipping Information

Ship to: ADA0GO1
Address: 1801 W. Madison
City: Phoenix
State/Pravince: AZ
ZIP/Postal Code: 85007

Drop Point.

-

Charge Information

GL Debit Account
Work Order.
Location

Assel

Card Type
Card#
Card Verification Value

Expiration Date:

Requested By. STUDENT1 | ¥

Requested For STUDENT1 »

* Priority 1
Save As Draft Cancel
Continue Save As Draft Cancel

B. Complete the Self-Service Requisition.

79

1. Click Continue.

. Click New Row.

. Select an Item using the Select Value icon.

2
3
4. Inthe Item filter type Item number noted in 3.4.
5

. In the Quantity field, enter 10.

Requisition: 1033

# Order Unit BOX

Issue Unit BOX

Unit Cost 10.00
# Line Cost 0.00
* Currency USD

Template
Required Dale i)
Step1 Review and Submit
Requisition Line Items [ Filter 1-10f1
Lin * Quantity Required Date Item
7 1 4120115521 AM [ TR-1035
Details
# Line: 1
# Line Type' ftom -
ltem: TR-1035 ¥ Training llem 007
Condition Code
Classification
Class Description
* Quantity 10

»

Description

Training ltem 007

Back

Requested By STUDENT1 3

Requested For. STUDENT1 »

# Priority 1
Continue Save As Draft Cancel
c4 Download
‘Vendor Store L ocation
»  FOAMHQ » o Ik
Manufacturer »
Model
Vendor »
Catalog #
Store Location: FOAMHQ »
GL Debit Account
* Reservation Type: AUTOMATIC =

* Required Date: 4/20/15 521 AM G
Inspection Required?

Is Distributed?|
Altachments [

New Row Add Line ltem ¥

6. Click Continue.




7. Review the Requisition.
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Requisition: 1033
Template:

Required Date:

Step1 - Step?

Requested By: STUDENT1
Requested For: STUDENT1

* Priority 1

[ submit Save As Draft Cancel

Shipping Information Charge Information =
Ship to: ADADOO1 GL Debit Account
Address: 1801 W. Madison Work Order
City: Phoenix Location
State/Province: AZ Asset
ZIP/Postal Code: 85007 Card Type
Drop Point Card #
Card Verification Value
Expiration Date

Total Cost 100.00
Currency | USD
Requisition Line ltems [ Filter 1-1of1 4 Downioad = =
Lina * Quantity Required Date ttem Dascription Vendor Store Location Line Cost Is Distributed?
1 10.00 4/20/15 6:21 AM TR-1036 Training Item 007 FOAMHQ 100.00

Select Records

8. Click Submit.
9. Click View Details.
10. When you are finished, click Sign Out.

5.2. Issue Inventory Item(s) to a Self-Service Requisition

Once a Self Service requisition has been submitted and approved, the items can be issued to the
requisition out of the reserved items. This process is performed in the Inventory > Inventory Usage
application. After creating a new Inventory Usage record, users select the Storeroom that will issue the
item, select the reserved item, enter the GL Debit account information, and submit the record.

AcTivity 1.12
Issue an Inventory Item to a Self-Service Requisition

Scenario
You need to issue an inventory item to a self-service requisition.

Setup
v' User is logged in to the Maximo Home Page, Start Center.

Steps

A. Navigate to the Inventory Usage application.
1. Atthe top of the screen, click Go To.

2. Click Inventory > Inventory Usage.
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B. Create a new Inventory Usage entry.

81

1. Click the New icon. The new Inventory Usage page is displayed.

List Invantory Usage |
* Usage: TG x L * Usage Type: MIXED Alaghments -
* From Storeroom. > + Site FOAM Status. ENTERED
Inventory Owner Attention of Receipts: NONE
Shipment Shipment Dato:
Usage Lines [ Filtsr 0-00f0
Line * ltem Description Erom Bin Usage Type Quantity Split?
Select llems Selact llams for Retum Select Reserved ltems Select Asset Spare Parts New Row

2. Inthe Storeroom field, enter FOAMHAQ.
3. Click Select Reserved Items. A pop-up window is displayed.
4. Check the item to be issued and click OK.
5. Observe that a row was added to the Usage Lines.




6. Click to expand the details on the line item.

7.
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In the GL Debit Account field, enter MAX-TRAIN2.

UsageLines [ Filter

Line * ltlem
7 1 TR-1035
Line ftem

* Usage Type: Issue

* Line Type: tem
* tem: TR-1035
Stock Category STK

Inspection Required?

Transfer Details

To Storeroom

To Site: FOAM

Charge Information
Ta Site: FOAM
Work Order
Task
Asset
Location
GL Debit Account

GL Cradit Account: ADA-GSDFM2

»

1-10f1

Description

Training item 007

% Training tem 007

To Bin

To Lot

To Condition Code

PO
Poline:
Reguisition. 1033
Requisition Line:
Reservation: 202
Reservation Type. APHARD
Retumed Against lssus?

Issue To

Selecl ltems

Erom Bin

Bin Details
From Bin
From Lot:
Condition Code:
Rotating Asset:
New Asset Number:
Shelf Life:

Expiration Date:

Transaction Details

New Physical Count

New Physical Count Date: 4/20115 5:25 AM

»

Selecl ltems for Retum

* Entered By: STUDENT1
* Actual Date: 4/20/15 5:25 AM

Remark: Training ltem 007

Select Reserved ltems

ISSUE

4 Download : =
Quantity Spiit?
10.00 i ’_’
Quantity and Costs
* Quantity 1000
Quantity Received: 0.00
Quantity Returmed 0.00
» From lssue Unit: BOX
Issue Unit: BOX
Tolssue Unit
(53 # Conversion Factor 1.00
Issue Cost Type: STANDARD
Unit Cost 10.00
Line Cost 10000
Primary Vendor:
Manufacturer:
Manufacturer Lot
Select Asset Spare Parls New Row

8. Observe that the GL Credit account defaults based on the Storeroom.

C. Issue items out of the inventory.

1.
2.

4.

Complete.

Click Change Status.

At the top of the screen, click the Select Action menu dropdown.

In the Memo field, enter Issue item to self-service requisition.

Change Status

Usage: AD-1026

Status: ENTERED

* New Status: Complete

Entered

LWEWlissue item fo self service requisitio

(@) Use the default stage bin for each inventory item

Stage Bin

(©) Use the current bin

() Enter a new stage bin number for use by all rows that will be staged

oK | |

Cancel

In the Change Status dialog box, in the New Status field, click the dropdown menu and select
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5. Click the OK button.
D. Verify the Inventory transaction history.
1. Atthe top of the screen, click the dropdown for the Select Action menu.
2. Select View Transactions.
3. Inthe View Inventory Transactions dialog box, click the Issues & Returns tab.

4. Observe the most recent Issue record is the one you just created.

View Transactions

Issues/Returns Transfers

Issues and Returns . [p Filier 1-1of1 4 Downoad = =
Transaction Type Actual Date Transaction Date - ftem Quantity Bin Storeroom Work Order Asset Loci
]} ISSUE 4/20/15 5:25 AM 4120115 5:27 AM TR-1035 -10.00 FOAMHQ
< >

5. Click the OK button.
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6. Reporting

Learning Objectives

In this lesson, you will:

= Review the process of running on-demand reports

= Review the process of creating custom reports
Lesson Overview

Reports provide Maximo users with the ability to view information in many different ways. This lesson
provides an overview of the reporting tools and features in Maximo.

6.1. Standard Reports

At the top of every page, between the Go To menu and the Start Center link, is the Reports menu which
allows users to select reports by application. This is a quicker way to access all of the available standard
reports than by navigating to the desired application first. The best way to become familiarized with the
available reports is to browse the list and preview the reports that are displayed for each application.

Running Reports

For standard and saved reports, select the Reports menu at the top of the screen, browse to the
application and locate the report in the dialog box. The list of available reports can be filtered by
Description. Since reports are application driven, users will only see reports for the current application in
the available reports.

Reports

\) Select a report from the list, or click Create Report to create an ad hoc report.

On Demand Reporis Scheduling Status

ReportstoRun = 7 Fiter > (), ¥ 1-50f34 Gp G4 Download = =
Description
101010-Drip ltems- C Type 2

34558-Drip ltems - C Type

57924-drip items - c yipe
Alternate ltem Report

Excess report

L Create Heport | | Cancel

84



MAXIMO | Inventory Managment

Clicking the name of the report will bring up a dialog box that displays any required query information
along with the scheduling and email options for the report.

Request Page
Help Text B
Parameters =
* Siter ||
#* Storeroom:
Schedule =

(@ Immediate

() Atthis Time lj_?.
() Recurring
Email =
To:
Subject:
Comments:
File Type: Report Delivery Format:
(@) PDF (@) Email with a file attachment
() XLs () Email with a file URL

Submit | [ cancel
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AcTivity 1.13
Run a Standard Report

Scenario
You want to review some of the available reports in the Inventory application that you will use on a
regular basis.

Setup
v' User is logged in to the Maximo Home Page, Start Center.

Steps
A. Use the Reports menu to select Inventory > Inventory reports.
1. Atthe top of the screen, click Reports.
2. Click Inventory > Inventory.
B. Locate the desired report and complete the query information.
1. Inthe Description filter field, enter Balance.
2. Click the Inventory Balance report link.
3. Inthe Storeroom field, enter Tr Room ##, where ## is your student number.
4

In the Site field, enter FOAM.

Request Page

Help Text ]

]

Parameters

ltem:

* Storeroom: =TR ROOM 01

* Site: gROLVY x
Schedule L
(@) Immediate
() Atthis Time EE‘
() Recuming
Email -
To:
Subject:
Comments:
File Type: Report Delivery Format:
(@) PDF (@) Email with a file attachment
() XLS () Email with a file URL

Submit | ‘ Cancel
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5. Click Submit.
C. View the report.
1. The report opens in a new Internet Explorer tab.

2. Observe the information on the report.

Reporting

Page [ of 1 @& P B 23

m software

Inventory Balance

Storeroom: TR ROOM 01

Site: FOAM
Item Description Issue Unit Current Balance Qty Avbl Qty Res'vd Cost Ext'd Cost Last Issue Date Last Receipt Date
TR-1020 Training Item 01 BOX 98.00 0.00 500.00 12/16/14 12/16/14
0.00 £00.00 4/20/15 4/20/15
1,600.00

3. When you are finished, close the Internet Explorer tab.

D. Locate a second report and complete the query information.

1. Inthe Reports dialog box, in the Description filter field, enter Availability.

2. Click the Item Availability report link.

3. Inthe Item field, enter the Item number noted in Activity 3.4.

Help Text (=
Parameters

* ltem: TR-1035|

el

Siter

ej

4. Click Submit.
E. View the report.
1. The report opensin a new Internet Explorer tab.

2. Observe the information in the report.

page [ o1 eee® [ 4 O B

m software

Item Availability

Organization: ADA

Site: FOAM Storeroom: FOAMHQ Qty Avbl: 20 Qty Res'vd: 0

Item: TR-1035 Description: Training Item 007

Bin Condition Code Lot Exp Date Current Balance Issue Unit Standard Cost ‘Average Cost
20 BOX 10.00 10.00
Sita: FOAM Storeroom: TR ROOM 01 Qty Avbl: 98 Qty Res'vd: 0
Bin Condition Code Lot Exp Date Current Balance Issue Unit Standard Cost Average Cost
98 o, BOX Lm0 .00

3. When you are finished, close the Internet Explorer tab.

4. Inthe Reports dialog box, click Cancel to close the box.
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6.2. Custom Reports

Custom, or ad hoc reports, can also be created and saved for future use by inventory administrators.
These custom reports can display any selected fields and be configured with multi-level filtering, sorting,
and grouping of records. Custom reports can also be scheduled to run in the future or at recurring
intervals.

Create Report

Custom reports can only be created by navigating to the desired application and using the Select Action
menu to choose Run Reports. In the Reports dialog box, click Create Report to bring up the Query Based
Report dialog box with the Style, Select, Format, and Submit tabs.

Style
On the Style tab, select either Summary Report or Detail Report which will determine the overall layout
of the report. Enter a unique Report Title, and set the options for the report:

=  Public? — Check this box to make the report available to all users who can run reports in the
application
= Save Report? — Check this box to save the report so it can be run and edited later

= Close Window? — Check this box to close the Query Based Report window after the report is
submitted

Query Based Report

Style Select Format Submit

Help Text B
Style to Use for the Report =
. =] Summary Report
) [===] Detail Report
Report Title: Save Report?
Public? Close Window?

Submit | [ Cancel
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Select

On the Select tab, add fields from the Available fields list to the Selected Fields list or vice versa by
selecting the arrow for each row to move. The Add All button will add all available fields to the selected

fields list, and the Remove All button will remove all selected fields from the list.

Siyle Select Format Submit
Help Text
Parent Category: Inventory Details
= mlnventory Details Available Fields = Filter
-] mInventory Costs (Must Be Fields)
i Inventory Balances Eleld Description
4 Bin
4§ Condition Code
éi Current Balance
4J> INVBALANCESID
:Ji ltem
4 ftem Set
Selected Fields 22 1-60f6
Field Order Report Label

& 1 Item

ﬁg 2 Storeroom

ﬁ 3 Lastlssue Date

@ 4 ABCType

ﬁ 5 Site

@ 6 Status

Report Title: Training
Public?

Apply the Current Query and

(m]

Filter from the Application? +

1-60f15 G ¢4 Download © =
Eield Value *
BINNUM
CONDITIONCODE
CURBAL
INVBALANCESID
ITEMNUM
ITEMSETID
4 Download =
Field Value Category
ITEMNUM Inventory Details
LOCATION Inventory Details
LASTISSUEDATE Inventory Details
ABCTYPE Inventory Details
SITEID Inventory Details
STATUS Inventory Details
Refresh | ‘ Remove All
Save Report?
Close Window?
Submit | [ Cancel
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On the Format tab, use the Magnifying Glass icons to select Filtering, Grouping, and Sorting fields for the

report.
Style Select Format Submit
Help Text 0
Filtering =
Category Report Label
Filter On Category- Single ValueZ
And Also On Category: Single Value?
And Also On Category: Single Value?
Remove All
Grouping =
Category Report Label
Group First By Category: Ascending?
And Then By Category: Ascending?
And Then By Category: Ascending?
Remove All
Sorting =
Category Report Label
Sort First By Category: Ascending? v
And Then By Category: Ascending? v
Ascending? v

And Then By Catgeory:

Report Title: Training

Public?

Remove All

Save Report?

Close Window?

Submit | ‘ Cancel
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Submit

On the Submit tab, any filters applied on the format tab will allow used to select a value. The report can
be run immediately, or scheduled to run in the future. If scheduled to run, the report can be emailed to
and the File Type and Report Delivery Format can be selected. When ready, click the Submit button to
process the new report.

Style Select Format Submit

Help Text (|

Enter Filter Values 0-00f0

Filter Value Single Value?

Schedule

o Immediate
At this Time

5

Recurring

E-mail

To:

Subject:

Comments

File Type: Report Delivery Format:
e PDF '@ Email with file attachment
XLS Email with file url

Report Title: Training Save Report?

Public? Close Window?

Submit | [ Cancel
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Activity 1.14
Create a Custom Report

Scenario

After reviewing the available reports, you want to create a custom report that contains the information

you will use to manage your inventory. You will schedule the report to run every Friday and be sent to

your email as a PDF attachment.

Setup

v' User is logged in to the Maximo Home Page, Start Center.

Steps

A. Navigate to the Inventory Application.

1.
2.
3.
4.

At the top of the screen, click Go To.
Click Inventory > Inventory.
Click the dropdown for the Select Action menu.

Click Run Reports.

B. Create a custom report.

1.
2.
3.

In the Reports dialog box, click Create Report.
In the Report Title field, enter Training Report ## where ## is your student number.

Click the Save Report checkbox.

Query Based Report

Style Select Format Submit

Help Text

Style to Use for the Report

. = | Summary Report
() |====1 Detail Report

* Report Title: Training Report 01 Save Report?}y

|

]

Public? Close Window

Submit | | Cancel

4.
5.

Click the Select tab.

In the Available Fields section, locate the Issue Cost Type field.
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6. Click the Select Field down arrow for Issue Cost Type to add the field to the report.

Style Select Format Submit

Help Text

Parent Category: Inventory Details

=I minventory Details Available Fields = 7 Filter C \ | &
i Inventory Costs (Must Be Fields)
miInventory Balances Field Description

issue
Ji Maximum Issue Quantity
4} Minimum Issue Quantity

Ji Issue Unit

Selected Fields ¥ 1-7of7

Field Order Report Label

2 1 ftem

=

‘\j 2 Storeroom
‘\j 3 Lastlssue Date
8 4 ABC Type
9 5 Site

4 6 Status

‘\j 7 Issue Cost Type

* Report Title: Training Report 01

Public?

A4

Apply the Current Query and Filter from the Application?

1-30f3

Field Value +

CSTIQMAX

CSTIQMIN

ISSUEUNIT

4 Download =

Add All

4 Download =

Field Value Category
ITEMNUM Inventory Details
LOCATION Inventory Details
LASTISSUEDATE Inventory Details
ABCTYPE Inventory Details
SITEID Inventory Details
STATUS Inventory Details
COSTTYPE Inventory Details
Refresh | ‘ Remove All

Save Report?:

Close Window?

Submit ‘ ‘ Cancel
7. Click the Format tab.
8. Click the Magnifying Glass icon for the first Filter On Category row.
9. Click the Report Label link for the Storeroom field.
Filtering a
Category Report Label
Filter On Category: Inventory Details Storeroom Single Value?
And Also On Category. Single Value?,
And Also On Category. Single Value?,

C. Schedule the report to run every Friday at noon.

93

1.

2
3
4.
5
6

Click the Submit tab.

Select the radio button for Every Week(s).
In the Week(s) field, enter 1.

In the Schedule section, select the radio button for Recurring.

Click the Magnifying Glass icon for the Recurring field.

In the Storeroom field, enter Tr Room ##, where ## is your student number.




MAXIMO | Inventory Management

7. Inthe On Day field, select Friday.
8. Inthe At Time field, enter 12.

Select Value
Select Schedule or Time Interval =
Select a date interval and then Preview to see the dates
Preview
Date Preview,

‘) Every hour(s), on minute 00 A
O Every day(s), attime )
(®) Every 1 week(s), on day Friday ~ | attime 12:00 PM ®
O Every month(s),

on day 01 attime )

on the first ~ | Sunday ¥ |of the month, attime w v

[ ok | [ Cancel

9. Click the Preview button to view the dates that the report will run.
10. Click OK.

11. In the Email section, in the To field, select your Student Training ID.
12. Click Submit.

13. In the Schedule Confirmation pop-up, click Cancel to close the box.

Schedule Confirmation

The Training Report 01 report was successfully scheduled.

Schedule Detall | | Delete ‘ | Cancel

14. When you are finished, click Start Center to return to the Home Page.
D. Verify the Report was saved.
1. Atthe top of the screen, click Go To.
Click Inventory > Inventory.

Click the dropdown for the Select Action menu.

In the Description field, enter Training.

2
3
4. Click Run Reports.
5
6. Review Scheduling Status tab.
7

When you are finished, click Start Center to return to the Home Page.
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7. Asset Maintenance

Learning Objectives

In this lesson, you will:

= Review the Asset module applications

= Review the processes involved in the creation of Assets, Locations, Templates, Conditions,
and Relationships

= Review the processes involved in the creation of Failure Codes, Meters and Meter Groups
= Review the processes involved in contract and warranty maintenance

= Review the processes involved in the creation of Warranty and Service Contracts
Lesson Overview

The Assets module in Maximo contains applications that are designed to manage the assets that are
owned or leased by the State and its agencies from purchase to salvage, from the beginning to end of
their life cycle. The Asset applications work together to define every aspect of each asset and enables
you to track their value, location, and condition throughout the organization. This lesson will examine
many of the applications in the Assets module and their role in operations. This lesson also examines the
Purchasing module, Companies application where companies, manufacturers, and vendors are defined
and the Contracts module, Warranty Contracts application where warranty and service contracts are
created and maintained.

7.1. Create/Maintain Assets, Locations, Templates, Conditions, and
Relationships

Within the Assets module, there are several applications that define the available attributes used
throughout the system, such as Locations, Conditions, and Relationships. Assets are items that are fixed
and have a value, location, and condition that can be tracked, such as vehicles and computer
equipment. Asset Templates are templates that reduce the amount of data entry required to create
other assets. Relationships define a dependency or connectivity between two items or records.

Assets

The Assets module > Assets application is used to track physical assets, define relationships between
assets, and manage assets throughout their life cycle.

The Assets application is used to create and store asset numbers and corresponding information, such as
parent, location, vendor, status, and maintenance costs for each asset. The asset hierarchy is built as an
arrangement of buildings, departments, assets, and subassemblies. The asset hierarchy provides a
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convenient way to roll up maintenance costs so that accumulated costs can be checked at any level, at
any time.

The List tab lists all assets that are currently defined for the organization by Location and Site.
Create Assets
From the Assets application, click the New Asset icon. The required fields for a new Asset are:

= Asset — Enter an asset code
= Purchase Price — Enter the purchase price of the asset

= Replacement Cost — Enter the cost to replace the asset, this may or may not be the same as
the purchase price

= Budgeted — Enter the budgeted cost of work for the year

. [% elect Actior - s D & 2 ¥ Lo 9
- Fina: L, v seectacion B @D v s B &S
ust | Asset | sparerans | sarety | metes | speancatons | wom

Attachments [

Assat Tampiate: » Returned To Vendor?|

Purchass information = | Costs 2

Downtime. = | Modifiea =

AssatUp?| Changaa By

sttus Oate: Changzq Date: 65

The other fields on the Asset tab are optional but allow users to define additional information about the
asset, such as the Vendor from which the asset was purchased and the Location which can be any
location defined for the site. The record must be saved by clicking the Save button when data entry is
complete and before navigating to another page.

Locations

The Assets module > Locations application is used to specify and track locations for assets. Locations can
be organized into logical hierarchical systems or network systems. Using hierarchies or systems of
locations and specifying the locations for assets on an asset record provides the groundwork for
gathering and tracking information about the history of an asset, including its performance at specific
sites, as it is moved from location to location. With locations organized into systems, users can find a
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location on the Drilldown page accessed from the Select Action menu and identify the assets at that

location.

The Locations application can be used to perform the following functions:

=  Search for locations, saved queries, and bookmarks

= View or specify detailed information specific to a location

= View the history of, move transactions into and out of a selected location

= View, modify, add, or delete safety records associated with a selected location

= Associate a meter group with a location, and add and remove meters from a location

= Type or view the specifications for a location as recorded in the Classifications application

= View assets at a selected location

Create Locations

From the Locations application, click the New Location icon. The required fields for a new Location are:

= Location — Enter a name for the location

= Type — Enter or select a location type, such as Courier, Holding, Labor, Operating, Repair,

Salvage, or Vendor

It is also a good idea to enter a short description of the location in the Description field. When data entry
is complete and before navigating to another page, the record must be saved by clicking the Save icon.

~| Fing: (), [selct Action
List | Location Assate History Sataty Meters Specifnications
Location: FOAM |
+ Type: HOLDING
Rotating item: »
Meter Group: »
Calendar.
shir:
Systsma  p Fliter g-0ofd
System Description
Parents In the System ) Fiter g-goftd
Barant »
Children In the System  [p Fizer 0-0ato
Location «
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Description

Descripton

B&a

She FOAM
Pricety:
Faliure Clase: »

GL Account §000-0003000 4

intarnal Labor Account

Network?

Attachments (7

Status: OPERATING
Adoress:
B0 1o Adaress:

Ship 1o Adoress:

em

New Row

New Row



MAXIMO | Inventory Management

Asset Templates

The Assets module > Assets Template application is used to specify common asset information in an
asset template that can then be applied to multiple assets. Asset templates are stored at the
Organization level. Users can associate spare parts, meters, and data sheets with the template. Assets
that are based on the template inherit these spare parts, meters, and data sheets. Users can associate a
specification with the asset template on the Specifications tab.

Preventive maintenance (PM) information can also be specified for an asset template. When the
template is applied to existing assets or new assets, associated PMs, which are based on the master PM,
are created for each asset.

Asset templates can be used to create multiple assets or to update multiple existing assets. For example,
if a pharmaceutical company purchases 100 pressure gauges from the same manufacturer, the pressure
gauges share the following identical information:

=  Manufacturer

=  Model number
= Description

= QOperating range
= Accuracy

=  Specifications

=  Data sheets

A technician could create an asset template to record all the data that is identical. The technician would
then generate a series of asset records for the pressure gauges based on the asset template. For each
unique asset record, the technician would only need to enter a serial number and any other differences.

Create Asset Templates

From the Asset Templates application, click the New Asset Template icon. The only required field for an
Asset Template is the name of the template; however it is a good idea to enter a Description of the
template for identification purposes. Any information that will be consistent for many asset records can
be entered into the template, such as Asset Description, Asset Type, Manufacturer, Vendor, Usage,
Purchase Price, or Replacement Cost. The record must be saved by clicking the Save icon when data
entry is complete and before navigating to another page.
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——

C e = E 2 by s Bl
+ | Fing: §, v /[sskctacion B e % iEH
gt | Assat Tempiate SpareParts | PMs Meters Specifications
Azset Template 4 Attachmants |7
Status: C(g.aﬂll!ﬂ:f‘:
Detalls -
Asget Descrigtion 4 Purchase Price:
Asset Typs | Replacament Cost:
Manufacturer. » 4 Sudgataa.
Vendor: » Lt Priory:
Usage:

Condition Monitoring

The Assets module > Condition Monitoring application is used to create and view measurement point
records for assets and locations. A measurement point record defines the limits of acceptable meter
readings for a characteristic or a gauge meter on an asset or location. Measurement points are defined
at the Site level.

Users can generate preventive maintenance work orders in the Condition Monitoring application. Users
can also generate work orders with a specific job plan for assets or locations with meter readings that
are outside the defined limits.

Create Measurement Point

From the Condition Monitoring application, click the New Measure Point icon. The required fields for a
measurement point record are the unique Point number and the Meter that is associated with the
measurement point. It is a good idea to enter a Description for the measurement point for identification
purposes. Any necessary information for the Upper Limits and Lower Limits sections should also be
entered. The following fields are available for both upper and lower limits:

=  Warning Limit — Enter the first alarm value
= Action Limit — Enter the second alarm value

= Limit PM — Enter or select the preventative maintenance that is used to generate a work
order when a measurement is entered that is above the upper limit or below the lower limit

= Limit Job Plan — Enter or select the job plan that is used to generate a work order when a
measurement is entered that is above the upper limit or below the lower limit

=  Limit Priority — Enter a value for the work priority for the preventative maintenance or job
plan
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Point:;
Location:
Asst:

Mater:

Upper Limits

Upper Waming Limit:

Upper Action Limit:

Work Orgar

~ Fing: (0L, w[selectAcion AR e @

List Condition Mantoring

Upper Limit PM: » 4 Lower Limit OM: » 4
Upger Limit Job Pian: » ] Lower Limit Job Pian: » 4
Uppar Lim& Priority Lower LImR Prionty:
Characteristic Action Values ) Fliter 0-0of0 E L
Vaiue 21 Job Fian 2riority
Measurements Fiiter 0-00cf0 =
Meagurement Date Measurement Obsenvation
History [ Fimer 0-0of0 3 =

! Attachments
» 3 site:
» 4 Meter Type:

» + unit of Measure:

- Lower Limite -

Lower Waming Limt:

Lower Action Limi:

Eftactive Date

2
&
3

The record must be saved by clicking Save when data entry is complete and before navigating to another

page.

Relationships

The Assets module > Relationships application is used to create records that describe the dependency or
connectivity between configuration items. The basic terms include runs on, installed on, or contained.

Users define and work with relationships in these ways:

In the Relationships application, users create the formal definitions and accompanying rules
for relationships

In the Configuration Items application, users associate configuration items with each other
using the relationships that are defined in the Relationships application

When relationships are created, users specify several properties and rules, including these properties:

Directionality — The directionality of a relationship affects what is found when a user
searches for configuration items that are based on relationships. Relationships can be
unidirectional, such as installed on or bidirectional, such as intersects with

Complementarity — If a relationship is complementary, one relationship implies another
relationship. For example, the relationship of operating system A to computer B is installed
on. This relationship implies that the relationship of computer B to operating system A is
installed with
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= Cardinality — This property specifies whether multiple configuration items are allowed on
the source and the target. For example, an operating system can be installed on many
computers, which is a one-to-many relationship. In addition, a computer can have a one-to-
one relationship, which means that the computer runs one operating system

= Containment — This property specifies whether there is a parent-child relationship between

configuration items

Create Relationships

From the Relationships application, click the New Relationship icon. Enter a name for the Relationship
and select a Type, either unidirectional or bidirectional. It is also a good idea to enter a Description for
the Relationship that helps identify what it does.

+ | Fing: *'\' w | Selzct Action Sl = & qu =3 \_.:.‘._l, [E]

List Relationship

Relatonship: 4
Type:
Classifcation: »

Use With:

Relationship rules control the nature of relationships between assets. Each rule group has one or more
lines, or sub-rules, and a source and target classification. Conditional statements can be added to the
attributes in rules to determine which subset of attributes can be used together.

The record must be saved by clicking Save when data entry is complete and before navigating to another
page.

7.2. Create/Maintain Failure Codes and Meters

Failure Codes

The Asset module > Failure Codes application is used to build and display failure hierarchies which are
used to construct accurate histories of the failures that affect assets and operating locations. After
reporting and analyzing failure trends, preventive measures can be taken. The identifier for a failure
hierarchy is the failure class. Failure codes consist of Problems, Causes, and Remedies. Failure Codes are
stored at the Organization level.
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| | Find: | () select Action = ) a iR Y
List Failure Codes
(), Advanced Search v [ Save Query w || Bookmarks
Failure Classes © “# Fiter > () © @ &0 b 1-40f4 14 Download : = I
Failure Glass Description Organization
TOTAL Total unsalvagable failre DCA &,
NOBOOT Wil not boot DCA By
CORRHD Corrupted Hard Drive pca BN
REPHD Replace Hard Drive DA B

Select Records

Create Failure Codes

Creating failure codes requires that the problems, causes, and remedies be created, and then structured
and defined by a hierarchy. Failures begin with a Problem code, then a Cause for the selected Problem,
and finally a Remedy for the selected Cause.

From the Failure Codes application, click the New Failure Code icon. Enter a Failure Class code and a
description for the code. The record must be saved by clicking Save when data entry is complete and

before navigating to another page.

| = | Fing: | (0}, = select Action =] d awp B “
Failure Codes
Failure Class: TOTAL Total unsahvagable failre = Organization: DCA Alachments [
Problems - [ Fiter > 1-10f1 £4 Download al
Eailure Code Description
I NOBOOT @ Will not boot = @.
|
Causes for NOBOOT [} Fiter ~ oo toi1 4 Dovnload =|
Eailure Code Description
3 CORRHD @) Corrupted Hard Drive a @-
|
Remedies for CORRHD  [» Fiter > = o G4 Dovinload =||
Eailure Code Description
I REPHD @ Replace Hard Drive a -@-
|
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Meters

The Assets module > Meters application is used to add or modify meter definitions. Meter definitions
include names for the meters as well as sets of attributes that describe the meters. Meters are used to

track asset or location performance and an asset or a location can have multiple meters associated with

it.

[+] Fina: ()~ |select Action
List Meter Where Used
(0, Advanced Search v Save Query w || Bookmarks

Meters | FRter > Ol 24 B 1-180f 18

Meter Description
|
BAD TIE 3:::7::::&?:.’::'3' used to support
ELTHRS Flight Hours
FUEL-G Fuel Consumption in Gallons
FUEL-L Fuel Consumption in Liters
GUARD RAIL Rail Meter - Guard rail loss
HEAD LOSS1 ﬁ::’Meler- Head loss without gauge
HEAD LOSS2 Rail Meter - Head loss with gauge wear
IN-PRESSUR Inlet Pressure
O-PRESSUR Outlet Pressure
ODOM KM Odometer Reading in Kilometers
DODOM-M Odometer Reading in Miles
DILCOLOR Gil Galor
PRESSURE Pressure
RUNHOURS Run Hours
TEMP-C Temperature in Celsius
TEMP-F Temperature in Fahrenheit
JESTCFL test meter
VIERATION Vibration
| Select Records

Meter Type

CHARACTERISTIC

CONTINUOUS
CONTINUOUS
CONTINUOUS
CHARACTERISTIC
CHARACTERISTIC
CHARACTERISTIC
GAUGE

GAUGE
CONTINUOUS
CONTINUOUS
CHARACTERISTIC
GAUGE
CONTINUOUS
GAUGE

GAUGE
CONTINUOUS

CHARACTERISTIC

4 Download

PPPIFPPPPPPIPIPIVIIPYVIYPP

=

A meter type can be Characteristic, Continuous, or a Gauge. For Continuous type meters, the Reading
Type can be Actual (cumulative) or Delta (incremental). For Characteristic type meters, the Domain can

be selected from a list of valid values. For both Continuous and Gauge type meters the Unit of Measure

can be specified or selected from a list of valid values.

While there may be instances where the same meter is used more than once on the same asset or

location, meters in the following applications reflect logical meters:

=  Meter Groups
= Assets

=  |ocations

=  Preventive Maintenance

= Job Plans

= |tem Master (non-rotating)

= Condition Monitoring
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Meters in the applications listed above are used to track meter readings, not physical meters. When
navigating the list of meters created in the system, the Meter tab will display the details for the meter
and the Where Used tab will display what objects the meter has been applied to by category, such as

Assets, Locations, Preventative Maintenance, Items, and Condition Monitoring.

[~ Fina: (), = select Action [
List Meter Where Used
Meter: ODOM-M (Odometer Reading in Miles| ® ) Meter Type: CONTINUOUS (),
Assets Locations PMs Hems Condition Monitoring
Assets: P Fter > 1 1 & 1-909 v4 Dovnload © =
Asset Description Site
ABDOF 97 FLD112 STRAIGHT TRUCK FLEET
ABO0S 97 FLD112 STRAIGHT TRUCK FLEET
AB00T 97 FLD112 STRAIGHT TRUCK FLEET
A5002 Highway _Tlacmr, Class & Truck, Cummins FLEET
M11, Spic
AB0OT Highway Tractor, Class & Truck, Cummins FLEET
W11, Full
AB021 97 FLD112 STRAIGHT TRUCK FLEET
ABD30 97 FLD112 STRAIGHT TRUCK FLEET
ABO10 97 FLD112 STRAIGHT TRUCK FLEET
AB00S 97 FLD112 STRAIGHT TRUCK FLEET

Create Meters

From the Meters application, click the New Meter icon. Enter a Meter code and description for the
meter. Select a Meter Type from either Characteristic, Continuous, or Gauge. Depending on the type
chosen, select a Reading Type, a Domain, or a Unit of Measure, if applicable. The record must be saved
by clicking Save when data entry is complete and before navigating to another page.

[~] Find:

List Meter Where Used

(), |select Action

Meter: ODOM-M Qdemeter Reading in Miles =+ Domain: C,Q,
Meter Type: CONTINUOU! (7, | Confinuous meter Unit of Measure: MILES (), Miles
# Reading Type: DELTA (@, | Incremental usage

The Assets module > Meter Groups application is used to define a logical grouping of meters that
comprise a meter group. Meter groups represent a collection of meters that are used together
numerous times.

By creating a meter group, users can add multiple meters to an asset or to a location at the same time.
Once a meter group is defined, users can add and remove meters from the group. Meter groups can be
applied to assets and locations using their applications respectively. Meter groups can also be applied to
rotating items in the Item Master application.
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Meter groups contain a Sequence of meters. For each meter in the group, there are additional settings;
a Meter Rollover setting for Continuous type meters, and an Average Calculation Method setting which
is used to calculate the average meter units per day and can be chosen from either Static, All, or Sliding.
When the Average Calculation Method is Sliding, the Sliding Window Side must also be entered. When
the Average Calculation Method is Static, the Static Average must also be entered.

= = )+ Select Action =] Tl e <) -

List Meter Group
Meter Group: GLASSS Class 8 Meters =8 Apply New Meters Where Group Is Used? [
Meters in Group © [ Filter & 1-40f4 4 Dovmload = =
Sequence * Meter Description Meter Type Unit of Measure Apply This Meter Where Group |s Used?
7 1 ODOM-M » Odometer Reading in Miles = CONTINUOUS MILES n| fj"
» 2 FUELG » Fuel Consumption in Gallons = CONTINUOUS GALS o 43‘
13 3 RUNHOURS 3 Run Hours = CONTINUOUS HOURS O ‘:_-I‘
b 4 OILCOLOR 3 0il Color = CHARACTERISTIC ] fi‘
Details
Sequence: 1 Unit of Measure: MILES
Meter: ODOM-M #» Odometer Reading in Miles L:l Domain:

Meter Type: CONTINUOU! Apply This Meter Where Group Is Used? | |

Meter Rollover: 999,999.00 # Sliding Window Size:

# Average Calculation Method: SUIDING-DAY (L Static Average:

Meter group information is copied to a record under the following conditions:

= Anitem assembly structure containing rotating items that have meter groups is applied to
an asset or to a location record

= The asset or the location record includes a rotating item number that has a meter group

= A non-rotating asset or location record is created and a meter group is specified on the
Asset tab of the Assets application

Create Meter Groups

From the Meter Groups application, click the New Meter Group icon. Enter a name for the Meter Group
and a Description which will help identify the group. Click the New Row button to add a meter to the
group. In the Sequence field enter a number for the display order. In the Meter field, select a Meter
from the list. Depending on the type of meter selected, enter the Meter Rollover, Average Calculation
Method, Sliding Window Size, or Static Average if necessary. Repeat the steps, adding as many rows as
necessary to add all the meters to the group. The record must be saved by clicking Save when data entry

is complete and before navigating to another page.

7.3. Companies

Within the Purchasing module, there are many applications that work together to provide a way to
organize vendor, contact, purchasing, and receiving information.
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Companies

The Purchasing module > Companies application maintains detailed information about vendors,
manufacturers, and other companies. Vendors can have parent companies and there can be multiple
vendor locations for a single company. Using reports, users can determine total year-to-date
expenditures with a single organization, regardless of its location. Company information must be
entered in the Companies application first so that other modules, such as Inventory and Purchasing, can
access the information. As such, this application is usually configured during system launch and
maintained as necessary by inventory purchasing managers.

For each Company record, the Company tab displays the Company Type along with any Purchasing
Details and Payment Details.

I~ Fina @ - Selct Acion RS @ @i v

List Company Contacts Addresses Branches
Company: ACE UNIFORI ACE Uniforms of Phoenid x|ig Attachments 7
Parent: » = Gompany Type: ¥ @
Customer #: 000007314 Organization: DCA
Home Page: Use Parent Remit To? [
Purchasing Details = Payment Details =
#* Currency: USD [ Freight Terms: (=3 Bank:
Tax Code: Q FOB Point: Bank Reference &
Tax Exempt Code: @ Ship Via: @ DUNS #:
Tax Exempt Mumber: Registration #: Pay To:
Pay Tax to Vendor? [+ Inspection Required? | | Payment Terms:
Disqualified Vendar? | Payment on Receipt? | AP Control Account:
Expiration Date of Insurance: E} RENI Account:

Suspense Account:

Taol Control Account:

epppp

Consignment Account:

The Contacts tab displays a list of contacts associated with the company and their contact information, if
available.

—— ~
[~ Fing: ), |select Action FIFR @ B=S v
List Company Contacts Addresses Branches
Company: AGE UNIFOR ACE Uniforms of Phoenix &a Organization: DCA
Contacts - [ Fiter > e 1-10f1 4 Download =|
Contact Posiion Phone Fax E-mail

[ Danny Smith Coordinator .800.433.3355 @-

[ Row ]
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The Addresses tab displays the General Information and Remit To Information for the company.

|~ Find: QSeledAcﬂnn leé @@ B=a v

List Company Contacts Addresses Branches
Company | ACE UNIFOR ACE Uniforms of Phoenid «| g8 Organization:| DGA
General Information - Remit To Information L.
Gustomer Contact [} Gontact @,
Address: 1506 E McDowell Road Address:
Gity- Phoenix Gity
State/Province: Arizona State/Province:
ZIP/Postal Cede: 83006 ZIP/Postal Code:
Phone:
‘Company Fax

The Branches tab displays any branches, or companies that fall under the current company. Company
records for companies shown on the Branches tab would list the current company in the Parent field on

their Company tab.

. - B ~
[~ Find: (), = select Action MR & @ ® @i = &l v
List | Company | Contacls | Addresses | Branches
Company: AGE UNIFOR! AGE Uniforms of Phoenix L:.l Organization: DGA
Branches - [} Filter > P 1-1ofi ch Download : =
Company Descriglion Use Parent Remit To?
B TEST » Test Vendor Description =3 0 @

7.4. Create/Maintain Contracts and Warranties

Maximo can be used to store and maintain various types of contracts and agreements. Both Warranties
and Service contracts can be created and associated with assets in the database.

Warranty Contracts

The Contracts > Warranty Contracts application is used to create and maintain warranty contracts. A
warranty contract defines an agreement to maintain one or more assets with an outside service
provider as a warranty for a fee or a scheduled set of payments. The contract also tracks warranty
information for assets and locations by time or meter.
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Warranty Contracts include the Contract details, Properties, Contract Lines, Associated Assets, and

Terms and Conditions.

— = . — r T B
-] Q- sactseon P E N v
List Contract Properties Contract Lines Associated Assets Termms and Conditions
Contract: 1001 10,000 Bumper to Bumper Service (= # Type: SERVICE Q Status: DRAFT
Revision: 0 (= Organization: DCA Total Cost: 50.00
Contract Lines ~ [ Filter 1-10f1 o4 Download : =
Line « Line Type ltem Duraficn Time Unit Labor, Materials Tools Covers Children?
7 1 SERVICE » 3 YEARS o) 100.00 100.00 10000 [ 4’2\7
Line ltem
Line: 1 Item ¥ Vehicle (=8
Line Type: Service =] # Line Cost 50.00
Duration Coverage Percent Coverage Amount
# Duration: 3 Labeor. 100.00 Labor
+ Time Unit YEARS @ Materials: 100.00 Materials
Govers Children? | Tools: 100.00 Tools
Meter Lines for Contract Line 1 © [ Filter 1-10f1 4 Download = =
Unit of Measure Meter Duration
] =5
MILES L 10,000.00 i

Service contracts

The Warranty Contracts application can also be used to create a service contract by specifying the type
as Service. A service contract indicates that an outside service provider maintains one or more assets as
a service. Payment for service can be made with a single fee or with a scheduled set of payments.

Create Warranty Contracts

From the Warranty Contracts application, click the New Warranty Contract icon. Enter a Description of
the contract and select the type, either Warranty or Service. If there is a Vendor associated with the
contract, select the value for the Vendor field which will populate the address information fields.

On the Properties tab, select any of the available options for the contract. On the Contract Lines tab,
enter a Duration and Time Unit (i.e. 3 Years) and enter a Line Cost amount. If the Line Type is Service,
then enter a description of the item being covered by the service contract. Enter any Coverage Percent
or Coverage Amounts for Labor, Materials, and Tools.

The record must be saved by clicking Save when data entry is complete and before navigating to another
page.

There are several steps that must be completed before the contract can be associated with an asset or
location.
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Authorize Sites

The next step is to authorize a site for the contract. Using the Select Action menu, select Authorize Sites
and select the site for which the contract will be utilized. When finished selecting sites, click the OK
button.

Change Status

Once the contract has been authorized for a site, the status can be changed. Using the Select Action
menu, select Change Status and set the status to Approved. Enter any comments in the Memo field and
click the OK button.

Associate Assets/Locations

On the Associated Assets tab, in the Assets/Locations section, click New Row. Select either an Asset or a
Location for the row and click the Save icon.
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8. Work Orders

Learning Objectives

In this lesson, you will:

= Review the process involved in the creation of Work Orders
= Review the process involved in the creation of Activities and Tasks

= Review the Assignment Manager application
Lesson Overview

Maximo can be used to create and track the work orders, activities, and tasks in an efficient way from
assignment to completion. This lesson will explore the Work Orders and Task Management module
applications used to manage work orders and tasks.

8.1. Work Orders

Work Order Tracking

The Work Orders module > Work Order Tracking application is used to create and manage work orders
for assets and locations. A work order specifies a particular task, along with the labor, materials,
services, and tools needed to complete the task.

AmQ@R E&

3 % s Antlo = - o, E
~ | Find: ) v |selectActon - B E ¢ \a D R E
Ust Work Order Pians Assignments Reilated Records Actuals Safety Plan Lag Fallure Reporting Specifications A
Work Order: & Site: AUNMENE [
Locaton: » A3 Class: Status:
Azzat » 4 Work Type: Status Date:
Consguration item: » = GL Account: 2] Inhartt Status Changee?|
Farant WO: » Faliure Class: » Accapts Charges?|
Clagsificason » Probiem Code: 24 Is Task?[
Class Descripsion: L Storeroom Materal Status: 5 ] Under Flow Controi?[
Launch Entry Name: » Diract lssus Material Status: o Suspend Fiow Controi?[
Work P3ckage Matarial Status: 15 ] Flow Action: »
Material Status Last Updated: = Flow Action Asslst?[
Job Detalls = AsestDetalls Priority =
Job Plan: » Asszt Up?| AzsavLocation Priarity:
Job Plan Revision #: Warranties Exist?] Priority:
o » SLA Appliea?| Priority Justication: &
Safety 2lan: » Charge to Store?] Risk Asseesmant:
Contract: »
Muitiple Assets,Locations and Cle ) Fliter 0-00f0 =
Asgat Location Configuration item it De: ion Sequence Mark Progress? Ske
7 [ Clearan

110




MAXIMO | Inventory Managment

Scheduling Information

Finish No Later Than:

Responsibility

Repontad By:

i

Include Tagks In Schedula?|

Superviser:

Follow-up Work

Target Start: & Actual Start Origiratng Recora
Target Finish: F:’“ Actual Finish Originating Recora Cisss
Schaduled Start i) Suration: Has Follow-up Work?|
Schedulad Finish: ) Time Remaining Interruptiia?)
Start No Earlier Than: L Praczcessors »

Owner:

Repored Date: Le3d » Owner Group
On Behak Of. » Work Groug: » Servica Group
Phone Vendor. » Service

When creating a work order, users initiate the maintenance management process and create a historical
record of the work requested and performed.

It is possible to create work orders in applications other than Work Order Tracking. These include the
Changes, Condition Monitoring, Incidents, Preventive Maintenance, Problems, Quick Reporting,
Releases, and Service Requests applications.
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8.2. Activities and Tasks

Activities and Tasks

The Task Management module > Activities and Tasks application is used to plan, review, and manage
activities and tasks. An activity initiates the work process and creates a historical record of the work
being performed. Activities are created in the Incidents and Problems applications accessed through the
Select Action menu. A task is a specific unit of work on a work order. An activity is a type of work order.
A task can be created as part of an activity or part of another work order.

B eP R AV » AmOERB 0 S

List | Actities and Tasks Related Records | Log
&achments |5
Taek: 4 Actuity Type 2 Status:
Location: » £ Prioity Statue Date:
Assat » 4 Repartas By » Service Group: »
Canfiguration lt2m: » ) SLA Applizd?[ Service; »
Targat Dascription: 4 Under Flow Control?| owner:
Ciassification: » Suspand Fiow Control?| Owner Group:
Class Desorption: 3 Flow Action »
Launch Entry Name: » Flow Action Assist?
Farant Procase: »
Scheduling Information L Muitiple 4ssets, Locatione and Cla -~ ) Filter 0-00f0 Downiozd : e
Target Start 2} Asgat Location Configuration item Target Deecription
Target Finish: lfj s 10 Gispla
Seneduiza start ® e
Schesuled Finish i}
Actual Start (i)
Actu3l Finish 1753
Estimatad Duration:
Predacessore »
Start No Earller Than [i:2)
Finish No Later Than: L;::j
Attributes = ) Fiter g-gotd Doanidad : M
Fallure Detalls =]
Fallure Codes = 0-Cof0 v 03 (u}

The Activities and Tasks application can be used to perform the following functions:

= Change the status of activities and tasks

= Take ownership of activities or tasks

= Assign ownership of activities and tasks to individuals or to workgroups
=  Modify activities and tasks to reflect changes

= View related preventive maintenance and scheduling information

= Categorize the activities and tasks using classifications and attributes to simplify their
management and retrieval

=  Specify, view, and modify job tasks and the labor, material, services, and tool requirements
for work plans
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= View, add, and delete work orders and tickets that are related to an activity or to a task
= View follow-up records for an activity or a task

= View and create a work log and communication entries about a record

Assignment Manager

The Work Orders > Assignment Manager application is used to dispatch labor and schedule work for the
organization.

The Assignment Manager application can be used to view the requirements that were created from the
work plan and any unplanned work on a work order. It is also possible to add new requirements to the
work list.

Users can view work order assignments and associated craft, skill level, vendor, contract, and
organization requirements. Users can specify whether to view labor that applies to specific
requirements, or view work order requirements that fit the craft, skill level, vendor, contract, and
organization requirements, calendar availability, or shift of displayed labor.

If a default labor query was selected in the Labor application, the Labor section displays a filtered list of
available labor codes. If there is no selected query, the Labor section displays all the labor in the
database. To schedule labor codes, both a calendar and a shift must be specified on the person record in
the People application.

To facilitate dispatching work assignments, the Work List section is color coded to indicate work
requirements by priority. Users can change the color choices and priority ranges to fit the business
needs.
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TERMINOLOGY

The terms listed below are used throughout this training guide.

Table 1: Terminology

Term

Description

ABC Analysis

A technique that identifies the items that represent the greatest investment
for your department in terms of monetary value and turnover rate.

Administration
Module

Used to configure and maintain organizations, and groups of organizations
called sets.

Asset Templates

Used to specify common asset information.

Assets

Items that are fixed and have a value, location, and condition that can be
tracked, such as vehicles and computer equipment.

Assighnment
Manager

Used to dispatch labor and schedule work for the organization.

Automatic Reorder

Automatic reorder process begins based on the fixed task schedule defined for
the storeroom and determines the optimal amount of items to reorder based
on the other information in the system.

Cardinality

Specifies whether multiple configuration items are allowed on the source and
the target.

Complementarity

Relationship is complementary, one relationship implies another relationship.

Condition
Monitoring

Used to create and view measurement point records for assets and locations.

Containment

Specifies whether there is a parent-child relationship between configuration
items.

Control Accounts

The general ledger control accounts are used to track financial transactions for
a storeroom location.

Create
Measurement Point

Required fields for a measurement point record are the unique Point number
and the Meter that is associated with the measurement point.

Directionally

Relationships can be unidirectional (installed on) or bidirectional (intersects
with).

Failure Codes

Used to build and display failure hierarchies which are then used to construct
accurate histories of the failures that affect assets and operating locations.

First In First Out

Refers to the method of using items in the order they were received.

Inventory
Application

Used to store information about all aspects of inventory materials.

Inventory Costs

The default cost method is Standard cost. Average cost issues inventory so that
price variations are reflected.

Inventory
Information Update

Used to update the information associated with inventory, such as reorder
points.

Inventory Module

Collection of applications for inventory management.

Item Assembly
Structure

Allows users to create items that are lists of parts or subassemblies.
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Term Description

Iltem Master Used to define the items that are stocked in the storerooms.
Application

Last In First Out Refers to the method of using the most recently received items first.
Lead Time Time between when an item is ordered and when it is received.
Calculation

Locations Used to specify and track locations for assets.

Materials Receipts

Display the details of the Purchase Order but not the items that were ordered.

Meter Groups

Used to define a logical grouping of meters that comprise a meter group.

Meters

Used to track asset or location performance and an asset or a location can
have multiple meters associated with it.

Organizations

Used to set up the organizations and sites that are used by the State of Arizona

Application and its agencies.

ProcureAZ Used to create and manage vendors and purchase orders.
Receiving Used to process the receipt of inventory items.
Application

Reconcile Cycle
Count Results

Used to reconcile the system expected balances with the actual physical
inventory balance.

Relationships

Used to create records that describe the dependency or connectivity between
configuration items.

Reorder Details

Used to define the reorder points and quantities for orders.

Return Items to
Vendor

The process of returning items to a vendor that is completed through the
Receiving application.

Rotating Assets

Used to view associated rotating assets.

Start Center

Customizable Dashboard that serves as a Home Page.

Storerooms Used to setup of one or more storerooms this also involves associating the
Application storeroom with the General Ledger information that is used to track the
accounting for those storerooms.
Where Used Used to add the current inventory item as a Spare Part to an Asset.
LIST OF ACRONYMS

The table below lists the acronyms that are used in this training guide.

Table 2: Acronyms

Acronym Definition

COA Chart of Accounts

FIFO First in first out

LIFO Last in first out

OSHA Occupational Safety and Health Association
PAZ ProcureAZ

PO Purchase Order

PR Purchase Requisition

QBR Query Based Reports
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INTEGRATION APPROACH

Maximo, ProcureAZ, and AFIS integrate at the following points:

Order or Re-Order via ProcureAZ
Issuance of Inventory items

Transfer between Storerooms

Return Stock to Vendor

Return of Inventory Item to Warehouse
Count Discrepancy

Establish Chart of Accounts

Vendor Maintenance

Each is discussed below.
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Order or Re-Order via ProcureAZ

Order or Re-order via ProcureAZ - Requisition
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Order or Re-order via ProcureAZ - Purchase Order
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Order or Re-order via ProcureAZ - Receiving
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Issuance of Inventory items

Issuance of Inventory ltems
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Transfer Between Storerooms

Transfer Between Storerooms

o Transfer from stor som
( Start | !
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Return Stock to Vendor

Return Stock to Vendor - Without Invoice
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Return Stock to Vendor - With Invoice
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Return of Inventory Item to Warehouse

Return of Inventory item to Warehouse
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Count Discrepancy

Count Discrepancy
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Establish Chart of Accounts

Establish Chart of Accounts |
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Vendor Maintenance

Vendor Maintenance

|
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